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REMEMBER THE NAMES OF STAPLERS MADE BY AC! 


HE names of ACE Staplers are short, easy 

to remember .. but be sure to emphasize 
“ACE”, with unmistakable determination. No 
matter what price you are prepared to pay, 
you’re sure to find a better ACE Machine to 
meet your budget. Ruggedly built, with watch- 
like precision, of finest materials, they give a 
lifetime of service and satisfaction. Millions 
are in use throughout the civilized world. 


BEFORE YOU BUY, SEE THE FULL LINE OF ACE STAPLING EQUIPMENT 


i 


——— | 
ACE PILOT ~ 


HOW THE ACE PROCESS OF TREATING 
WIRE MAKES ACE STAPLES STRONGER 


FIGURE 1 FIGURE 2 


FIGURE 1. . Shows o cross-section of an ALL-ROUND 
steel wire. Ace uses only premium, precision-made, 
accurately drawn-to-size steel wire. 


FIGURE 2. . Shows the all-round steel wire after being 
trected by the ACE PROCESS. This gives maximum 
strength on the outer edge where it is needed most. 
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ACE SCOUT 


Machines tor 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE +« CHICAGO 13 
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Steelcase office furniture is engineered to give you the maximum of 
efficient working space in the minimum of floor area. Steelcase features, 
such as standardized, interchangeable parts, permit convenience and 
flexibility to job requirements which cannot be duplicated. And, Steelcase 
office furniture is truly beautiful in exclusive modern colors, new metallic 
finishes and matching upholstery and tops. Your local Steelease dealer, 
trained in efficient office layout, will gladly help you select the Steelcase 
equipment best suited to your particular needs. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 


For new ideas in office planning, write for ‘'Tooling Up Your Office’’ Business Equipment 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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TO THE BIGGEST SHOW OF ALL! 


National Business Show 


come on in and see the Combined Armed Forces exhibit showing how your Army, 
Navy, Marine and Air Corps process, control, qualify and carry on their business of handling 
millions of assignments and millions of men in the Armed Forces with the newest and finest 
equipment in the industry. 


S@@ “Operation Palette”— a grand showing of outstanding on-the-spot original paintings 


by United States Navy Combat Artists—one of the many features of the gigantic Armed 
Forces exhibit. 


$@@ how weather maps are made on a minute’s notice from far-flung isolated, weather 
Stations . . . get your souvenir copy at the Show! 


$@@ and hear national industrial leaders at the Forum sessions with advance news on 


methods, practices and procedures. 


$@@ more than 200 new and improved products on exhibition by more than 125 companies 
dedicated to serving the office equipment, machine and supply industries. 


SEE THE BIG SHOW—YOUR SHOW—THE SHOW FOR THE WHOLE INDUSTRY! 


NATIONAL BUSINESS SHOW 


33 WEST 42nd STREET, NEW YORK 18,N.Y. © PENNSYLVANIA 6-6760 
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Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
Office Firing Line 
OPERATING a high-speed IBM sor- 
ter, as this young man at the Wright- Volume 12 OCTOBER, 1951 No. 10 
| Patterson Air Force Base in Dayton, 
Ohio, is doing, is by no means as 
spectacular as dropping bombs on the — 
enemy, but it is one of the behind- In this issue 
the-scenes tasks vital to success on the sli 
7 ' fighting front in modern war. No Dividing Line in the Office (Editorial)..........- 43 
* | _ This picture taken by the Air Ma- Offices Honored in the 1951 “Office of the Year” 
teriel Command illustrates just one BID: a witb i060 -0-0 6 0 06 Eee cntantah seteeedees 45-70 
' small phase of the office work in- ‘ : : 
volved in the new supply control sys- United Nations Secretariat, New York 
NV tem of the USAF Air Materiel Com- Foote, Cone & Belding, Chicago 
| mand, which is designed to speed 
world-wide delivery of supplies and Dun & Bradstreet, Inc., New York 
to maintain an up-to-date record of 
the location of all items shipped by Farm Bureau Insurance Companies, 
id the Air Force. Columbus, Ohio 
ling | The new system, the Air Force says, First National Bank & Trust Co. of 
nest | includes the use of electrical account- Tulsa, Tulsa, Okla. 
ing machines to keep the records and Nes@iieieen Mantel lve Action 
a world-wide communications system , . 
; a Los Angeles 
to transmit messages. These machines 
ngs ‘ make it possible for the Supply Divi- National Business Show and Forum............... 71 
sion to keep an accurate account of , 
med every case and every individual item PO eS NU DONNDS s v v Sp dn dees casa tees veers 75 
from the moment requisition is made Eauipment Reundt) 81 
for it at any point around the world _— oS eee <9 
tie through all the many steps from Air 
Force depot to point of use. Ww 
Office efficiency is as necessary to 
the Air Force as its planes! Publi sisiltlia tie 
i Senher at Auth ANDREW GEYER, INC. 
Bureau of Circulations 212 Fifth Avenue, New York 10 
| Member of 
‘ : = Murray Hill 9-4411 
A ed B Publ 
iin { ssociat: usiness ications Established 1877 
M. A. Geyer, President; Donald McAllister, B h Offi Subscription: $2 a year in United States and 
| Sawhe Edin et tel ee Boston 16, 471 ‘fae Bldg. (Liberty 2-9677), in possessions, Canada, Central and South 
tor; John M. Seaythe, Midwest Manager: Kim- Meade & Co., E. P. Meade, Mgr., A. C. Kretsch- America. Other countries $4 a year. Single 
1 ball Darby, Robert F. Finegan, Alvin M. H ttal, mar; Chicago 1, 228 North LaSalle St. (State copies, 25c. Copyright 1951 by Andrew Geyer, 
RY! Raffaela Pastore, James Miller, Seseaas Ge 2-2911), John M. Smythe, Tom Bulger, Earl J. Inc.; all rights reserved. Also publisher of 


tors. 


Advertising Staff, New York: James E. Neary, 
Jr., Eastern Manager; Fred Steinhilber, William 
H. Hasbrouck, Jr., Charles R. Rosengren. Cir- 
culation: M. T. Weeks, Manager. Production 
Department: James VY. Quirk, Manager; Milton 
Sharon, Assistant Manager. Art Director: Jos- 
eph Hochfeld. 


Lasworth; Los Angeles 5, 2506 W. 8th St. (Dun- 
kirk 7-6149), Chris Dunkle & Associates; Edito- 
rial Representative: J. Richard lander; San 
Francisco 5, 681 Market St. (Douglas 2-2597), 
Alexander Rattray; St. Louis 1, 411 North Tenth 
St. (Chestnut 1965), James R. Wright; Dallas 4, 
2909 Maple Ave. (Randolph 3992), Joe Sanders; 
Denver 3, 1118 Washington St. (Main 8355), 
Ray Thierer. 


Geyer’s Topics, Who Makes It and Where, The 
Gift and Art Buyer, and Sports Age. 

Please give sixty days’ notification of any 
change of your address. 

Entered as second class matter September 20 


1946, at Post Office, New York, ender the Act 
of March 3, 1879. 
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a UST as a man’s office has become the badge of his 
. ; achievement and prestige in American Business 
i Culture . . . Stow & Davis Furniture has become the 
: quality standard by which a fine office can be judged. 
e 
; 
i 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 


GRAND RAPIDS, MICHIGAN 


“= 
GRAND 
RAPIDS 


6 OFFICE MANAGEMENT AND EQUIPMENT OCTOBER, 1951 


7 is eee re 2 ee, ities eS a neil 


~ —-_ @& © > | ew Pe oe OO 


ey Ne! “Te od na 

‘ee ahs : ee j Se” 6 U[}+ ee ee ee ll ,™ 

% ; ae ; eee a ; ; ie - : ot 
_— ker i ‘ . i ‘ 

aa 

2 tT 

9 i 
= F PS ki ye _ 
a Pa eg as - oie oe - 7 ty 
F ei - reds e nae le oe ¥ : ¥ a : — : ee 

re ae ne eee a pas at j ae a _ 4 a ke 
we Hy i A ee : wee ; ‘ a ™ : 

- “ee >) #5 “i : + es ———— “rg on “ ni, 5 
re 2a aa { F a 2 a e e 

~ oie a . 1’ 3 a = - 

ae (a aoe my : a el Shee i! 
ae jar. he $ i be 7 F a - a) 
2 es — . ~~ 
} : a ues. Ms . : a i 

pie’ i a a , a 2 Sa eT, 

= a L aa — i wart ~ ial : “se , a 

‘ y . —— Se _ “1 . Ps ri 

ic Re ri of j 4 ¥ Tihs _— 4 dial ; ‘ Joh ee ih si a a if 
> Si oo: . , ok ad ; . i ———a al 

wie ass ee eee Z ee : : je 
a ec 3 ot 2 ee f fag : 3 ° ta ri aa was 
iv 4 a aa te 7 ae = ‘: 
‘ ——— ae 9 Bee 2s ee Wena 
"tas 2 Se ae ; fhe . : “4 my: Siar: 
ees y a 4 ee ry z e.F 2k. 2 ‘gp? . + aM 

— a Be cereemne > + ait q ee Pate ae SB Ms ei ~ ae +s % 

- . . oS be os eh Bie is. S* 4 ™ my ¢ 8 ¥ % ' 
a 3 . is te rome a 4 nT Bae 2 “ 2 9 ; oe : , ee on z ; 
EL il i a Ge a | Poe | RR Cy wae ; >. ae p , 
aly a ey sl ’ coe as * eae ; ee Fu Bose 
r LL a ‘a o> i ow © of oie i aa 
. + a 43 é * », "ae r "g rl —S 1 " r 
¥ ay a Se ih £38 J a " 3 pa ae ¢ Va 
she ie ‘i a u n a 3 Pep. , a ss i i : p 4 Ke i 35 : 

i if ‘heap hee eg : . tae dt OF) PE > ; 4 : oe} ct We, ae "7 
bin 5 Le a oie - Bee te ae ee e = —- ; 
£ ee y = (oe et 4 . @ j o ae aa se 
; {es . ee Se r “ :: : ‘ : PE  _—— . 2 
i ce) am ar ern Ae 5 : s a ii Ee 4 , a 

As s sets. a | Tee i ; ea Re ee ’ | 
: =e - : “ag : 4 : a | re 
cs Te . x ae Nyt a ‘ a } 
ie ; 5 i $. 3 A = ia ca ae > a ; 
ig ee = a a - y oy Sy 7 “ae Te 9 ie ae ae poe — ta ee 
i a ae oe, a ae eg _ 
. § 7 Se ae bh | Hoey ' eis ; oe tom ‘ > ‘t 
ty : ee - Yann a — : | 
F A a ae, v = abe Se hie Te 3 f q ee faa % 
cee Bs. se ah 7 : ; Ve > ‘ - i as E os ee Pi -cngil ; 4 2 F 2 Ce 
a “igs. me ae nal a eR Sy hs ae : Bs ie Y ee ' 
bie ; : , RP. al ete > a = he ¥e9 : 
ag (ae u - . ge! * ' ? 4 a od a ay — 
: bia a 3 ae ee ase i 4 he: 2 
a g a a ea) tar ss a ae ban bay 5 | 
* 4 a pF as s oe ’ a 
= ia we A cua A «i a . * & i pe “s 
ho. 3 = ft _ Oe = 
45s eo =... >a, 7 4 , eS a. | 
we cs ? 7 — aa F ie 
' saul aes a . aia Bee Sa i ~ 7 Ss | 

a | ? Beas , a 2 eh ee iat Se 

me 4 oe ) MISS mie sare : Pwd rs ok, ae. . , ‘ 
a eee fa rae 1 -. x = 4 . | 
ee *) a nae Gals 2 
pat oe oe : ey Ae ii bi | 
ae . ‘ ire 7 pa 4 — ° a cat eee 
= SRG « a iy rae s q 
"gee 
4 
. = . bm 2: «| Ce |S 
——- “Qe U/ = N 
a te 1 ye 
ae 
Ate | 
ae fen } 
3 ae 
: ie 
4 ae { 
. on Po | 
‘, Wr 
= ~=t2 

i 
= oe 

oe . > « 
- oe. ee 
© 
ae 
ae 

tiie - 

Sis ae ret 
‘ ; pata 

— a 
s eon eer 
7 

=i 
a “ : ee 
> 2 a . 
— a 


personne evatuarion | IDEAS FOR YOU IN THE MAGAZINE OF 


CHECK LIST PREPARED 


A checklist of 27 points for evaluat- 
‘ r an Sea & eFfe * 
ing the personnel practices of business 
companies has been prepared by. the Pe erwork Sim lification 
American Institute of Management, | 
New York, based on its continuing 
analysis of the methods employed by 
the 243 corporations which it considers 
to be “excellently managed.” The list 
has been made public by the Institute 
as suggested standards to be applied 
by top-management in stepping up the 
efficiency in personnel recruitment, 
training, executive development and 
other personnel department activities. 

The Institute’s checklist follows: 

1. Does the personnel manager 
operate in a staff capacity? 

2. Does the personnel manager re- 
port directly to the chief execu- 
tive or an officer having com- 

pany-wide responsibility? 
3. Does the personnel department 
implement company policies 
i through continuous advisory 
consultation ? 
4. Are the rank, status, responsi- 


aligning devices: 
THE REGISTRATOR 
PLATEN 


| bility, authority and salary of the : ’ 
personnel manager comparable Daily ledger posting on continuous forms AUTOMATIC LINE 
hat other offi :. renee 
| 5. g Re = posta inhale In the trust department of The First National Bank of Advances form into 
status, responsibility and author- Chicago, their procedure of punched card acccunting pro- — 
ity defined and in writing? duces something new. It’s a convenient customer account 
| 6. Does the personnel manager ledger, presenting all essential statement information—to 
recognize that policy planning is which current transactions are posted simply by filing the 
his primary function? 


daily records tabulated in continuous form. The originator, 
Mr. C. M. Weaver, describes this highly successful innova- 
tion in PS, 23.* 


7. Have the line and staff phases 
| of personnel administration been 
made clear to. all executives, de- 


“ . . ° _ . . . ° . DUAL FEED 
| partment heads and supervisors? Also in this magazine: Work Simplification, the Scientific ; 
| . : : 8 . . ° Registers 2 different 
8. Are supervisors primarily re- Method, by a leading authority. Today our Representatives forms for 1 continu- 
sponsible for the directing and are employing this technique on behalf of customers—re- ous typing operation 
development of their personnel? 


examining Standard Register systems, applying auxiliary 


9. Does the personnel department devices and equipment—for further savings. 


disallow attempted shifts of ad- 


sitiiemiles. sccmmealailinae: wdath Record systems ac:ually simplify paperwork when you: 
his respect to departmental person- A. Develop the best procedure 
nel problems? B. Si : iti 
implify the writing process 
ess 10. Does the personnel department D P fy &P 
play only an advisory part in €. Design the most efficient form 
the determining changes in individ- | These are the ¢hree avenues for complete improvement of SURSTER-IAAPRINNTERS. 
ual rate and salary payments? , oe f H H in ti d offi . . 
- ’ | any system, for maximum Savings in time and office man Sign, date, number, 
ed 11. Is the counsel of the personnel | os 


power. trim, teor off, stock 
Kont-Slip forms 


department sought in determin- 
ing and planning lines of pro- *Write for copies of Paperwork Simpli‘cation (PS) free. 
motion and in selecting people The Standard Register Coipany, 4510 Campbell St., 
for promotion? | Dayton 1, Chio. 

. When the personnel director is | 

called on to perform a line func- | 
tion, is it always made clear in 
writing that this is an extra- 
curricular function? 

{ 13. Do representatives of the per- 
sonnel department participate in 
conferences of professional per- 
sonnel groups? 

14. Does the personnel department 
maintain an attitude of objectiv- 
ity in relation to management, 
workers and community? 

15. Is the personnel department well 
advised on current labor policies, 
legislation, development in the 
field of industrial relations, and 
reading matter? 

(To next page) 
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FORM-FLOW 
REGISTERS 


Better records 
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TECHNIPLAN 


OFFICE 


> ME 


HIGH 


FICIENCY 


18%* LESS FLOOR SPACE 


GLOBE-WERNICKE 


TECHNIPLAN 
OFFICE 


Techniplan, the original fully-developed modular 
system of office equipment, accomplishes two 
highly. desirable results: 


1. Reduces floor space by 18%° per worker 
without reducing work surface areas. 


2. Provides for greater ease and speed in 
worker output. 


TECHNIPLAN uses interlocking, interchangeable 
units, offering hundreds of variations in arrange- 
ment—space utilization. Any desired combina- 
tion of work facilities. Wasted out-of-reach areas 
are avoided, 


TECHNIPLAN equipment is simple and tasteful in 
design for distinguished appearance. It can be 
installed a few units at a time, or the complete 
office. Rearrangement of the equipment is always 
easily and quickly made, to suit changing oa 


Get Techniplan information from your Globe- 
Wernicke dealer—listed in your classified phone 
directory under “Office Equipment-Furniture” 
—today! 


Office Equipment, Systems, 
and Visible Records 


OFFICE MANAGEMENT AND EQUIPMENT 


pe ae to Techniplan 
+ | as P A 
with traditional arrange- 
ment. Other savings up 
to 30%. 


This exploded view 
showsGlobe-Wernicke 
Techniplan elements: 
Partitions and posts, 
desk pedestal, desk 
top, center drawer, 
center runner, full 
horizontal file units 
and base with island 
legs. 


d 


“L'’ Unit with hori- 
zontal section under 
auxiliary top. Various 
arrangements possi- 
ble for letter files, 
map and drawing 
files and card index 
files. 1 


Two Techniplan bays 
give semi-private 
work stations for two 
persons. Ideal for 
executive offices. Full- 
height, all-wood par- 
titions. 


Cincinnati 12, Ohlo 


(Continued) 

16. Does the personnel department 
consider that in at least some 
instances the reliability of merit 
rating and testing is of debatable 
value? 

17. Has a written plan of objec- 
tives, action and timing been 
formulated with regard to com- 
pany-wide personnel activities? 

18. Has the formal personnel pro- 
gram of the company been tail- 
ored within the last year to meet 
changing company needs? 

19. Has the personnel department 
constructed job evaluations and 
developed rating devices for use 
by the line organizations? 

20. Are all company policies reduced 
to written, published statements? 

21. Is the chief executive of the 
company personnel-minded? 

22. Does the personnel manager 
constantly strive to make the 
management appreciate the need 
of changing its thinking and act- 
ing for harmonization with the 
personnel program? 

23. Does the company carry on ex- 
ecutive development activities? 
24. Are all company policies, as they 
affect the personnel function, in 
keeping with the times, fair 
within the industry and based 

on moral truth? 

25. Does the personnel manager 
have clearly defined and in writ- 
ing the delegation of responsi- 
bility and authority of the people 
under him? 

26. Are the principles advocated by 
the personnel manager followed 
in the supervision of the per- 
sonnel department? 

27. Are the following activities in- 
cluded in the personnel function? 

(a) Assisting in the fostering 
of satisfactory employer- 
employee relations. 

(b) Insuring coordination of 
personnel activities 
throughout the company. 

(c) Obtaining, maintaining 
and fostering the devel- 
opment of the entire 
company work force. 

(d) Fostering the utilization 
of the work force in the 
most efficient manner 
from an  employer-em- 
ployee viewpoint. 


ACHIEVEMENT AWARDS 


Special Achievement Awards to 
time and motion study engineers for 
outstanding development of improved 
methods in industry will be a feature 
of the 15th annual national Time and 
Motion Study Clinic to be held Octo- 
ber 31st to November 2nd at the Shera- 
ton Hotel in Chicago; 2,000 executives 
and engineers are expected to attend. 

Leading companies from all 
branches of American industry who 
annually send_ representatives to 
the Clinic, have been invited to enter 
the 1951 competition. Presentations 
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What, sir? It won't cost 
us anything to redesign our 
out-of-date forms? 


BOSS: Nota cent.We'll 
send for the Hammermill 
Form Designing Packet. 
Itcontains everything we 
need to do the job right! 


m i : ‘as a & 
a 


YOU can save money and time with this FREE Form Designing Packet 


Send for it now! It’s complete...compact...free. Contains six tools 
to help you design office forms that are exactly right. They are: 


1. Form Designing Kit. Complete material for easy layout and design 
of printed forms, with accurately spaced layout sheets. 


2. How to Design a Business Form. Idea-book with 26-point check list. 


3. Hammermill Form Layout Rule. Six inches long. Carries standard 
inch, printer’s pica, plus elite and pica typewriter scale. 


4. Hammermill Ledger Sample Book. Enables you to choose the 
right color and weight for accounting-department forms. 


5. Hammermill Bond Sample Book. Shows current items in this famous 
line, helps you select the right paper for general office forms. 


6. Hammermill Manual of Paper Information. Conveniently indexed. 
Lists all Hammermill papers being made today. 


You can obtain business printing on Hammermill papers wherever you see this 
shield on a print shop window. Let it be your assurance of quality printing. 


mermill Paper Company 4 
— East Lake Road, Erie 6, Pennsylvania 


Please send me—FREE—. 
HAMMERMILL FORM DES 


IGNING PACKET. 


as 


iti : M-OCT 
— (Please attach to, or write on, your business letterhead.) rt) 
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6 EASY ADJUSTMENTS 
...no other office chair has them all! 


1. Seat adjustable in height by means of Cosco’s exclusive 
“Finger-Lift’”’ mechanism, which positively locks seat at 
any desired height between 1634” and 2014”. 

2. Seat adjustable in depth by sliding back in or out. 

3. Front of seat may be raised as much as 114” from parallel 

position to obtain desired slope of seat. 

4. Backrest, which has two-way curvature for maximum 
comfort, may be moved up or down 114” to provide back 
support where desired. 

. Backrest adjustable in or out for pitch, within 144” range. 

6. Tension of spring-action tilting seat and back adjustable 

with turn of handwheel beneath seat. 


5 


FULL POSTURE ADJUSTMENTS 
... all easily made without tools! 


Seat adjustable in height by means of Cosco’s ex- 
clusive ‘“‘Finger-Lift’”” mechanism, which positively 
locks seat at any desired height between 16” and 20”. 
Seat adjustable in depth by sliding back in or out. 
Padded, contour backrest may be raised or lowered to 
provide support wherever desired to assure maximum 
comfort. 

Backrest tilts freely to “follow’’ each movement of 
the occupant’s back. 

Tension of spring-action back adjustable by hand- 
wheel beneath seat. 
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LOSCA OfFce. Chairs 


Featuring four “Finger-Lift” models easily ad- 


Model 20-L 


“Form-Fit” Side Choir, kh aye 
out $23.95 own work habits his own ideas of comfort 


justable to the user's own physique... his 


That’s the keynote of this complete, new line of Cosco 
Office Chairs . . . comfort, quality and styling such as you never 
knew existed . . . yet at prices which only Cosco’s mass-produc- 
tion facilities could make possible. 

Featured in this Cosco line are four models with the exclusive, 
positive-locking ‘Finger-Lift’’ height-adjusting mechanism 

- and up to six easy adjustments in all which permit the 
individual to “fit” these chairs to his own physique, his own 
work habits, and his own ideas of comfort. 

All six models in the line—which also includes two “Form-Fit” 
side chairs for general office use, have certain similarities of 
design, construction and finish to give your offices ‘‘decorative 
symmetry” in addition to providing the most efficient and most 
comfortable seating for every employee and business visitor. 

Frame and base, or leg, construction is of sturdy, tubular 
steel, with finish of gray, brown, or green baked-on enamel. 
Series 16 and 17 chairs have large, 2”, soft-rubber casters; Series 
20, rubber-cushioned, steel gliders. Large, all-steel, saddle- 
shaped seats are cushioned with foam rubber latex. Seats and 
Tufflex-padded backs are upholstered with perforated Du Pont 
“Fabrilite’—a cloth-backed vinyl plastic—in green, brown, 
maroon, or gray. Model 17-A Jr. Executive Chair and Model 
20-A Side Chair have flexible plastic armrests to match up- 
holstery. 

Standardize on Cosco Office Chairs in your offices. Ask today 
for a demonstration and see for yourself the outstanding features 
and advantages of Cosco Office Chairs . . . at leading office 
furniture stores everywhere. 


HAMILTON MANUFACTURING CORPORATION + COLUMBUS, INDIANA 
Also makers of COSCO Household Stools, Chairs ond Utility Tables 


Office Chairs # 


Good Seating ...in good taste ...is good business 


Clip this Coupon and Mail Today to 


5 OUTSTANDING HAMILTON MANUFACTURING CORPORATION, Dept. 0, COLUMBUS, INDIANA 


comfort and construction features Cones 


Please send me, without obligation, the following 


‘ information on Cosco Office Chairs: 
1. New contour back curves two ways to provide the 
most restful support and insure maximum comfort. 0 Name of nearest dealer. 


0 Complete catalog. 


2. Large, all-steel, saddle-shaped seat—cushioned with 


| 
aE ee ET 


foam rubber latex. 7 
ee en eT Se i eae ‘i 
3. Rubber-cushioned, steel gliders to protect floors. 
Ti 
4. Legs extended in rear to prevent back from touching we .. am Hy tas iin a ee 
or marring walls. eS 
5. Seat, 18” high in front, slopes 134” to the rear for Madvene 
extra comfort. Sy el eee Se ee | ere 
eee 7 Zone __ State 
Sidhe a hsv ine sara le phan nnaitae 
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will be made by methods engineers 
through the use of motion pictures, 
slides, charts and demonstrations of 
“before” and “after” phases of each 
improvement, accompanied by a brief 
explanation of the procedures in- 
volved. 

The Industrial Management Society, 
whose research division sponsors the 
Clinic, will grant 1st, 2nd, and 3rd 
place awards in the competition. Win- 
ners will be selected by an impartial 
panel of judges chosen from industrial 
leaders attending the three-day Con- 
ference. Selections will be made on 
the basis of (1) completeness of the 
analysis of the problem, (2) resulting 
benefits to the company involved, (3) 
graphic presentation, and (4) stimula- 
tion of interest in methods improve- 
ment. 


Damon D. Wheeler, A. O. Smith | 


Corp., chairman of the Achievement 
Award Committee, has announced that 
the feature was included in the 1951 
Clinic Program because of popular 
demand from attendees of previous 
meetings. Wheeler says that the en- 
gineers expressed interest in the op- 
portunity to use the Clinic as a “show- 
case” for displaying their own in- 
genuity and their companies’ interest 
in applications of methods engineer- 
ing. 


DOCUMENT EXPERTS 


New developments in special check 
papers and inks, and details of check- 
writer type manufacture were studied 
at the Todd Company in Rochester, 


ie, yeni 


EASIER-FASTER-SURER 


FASTER — because Marchant's mechanism 
performs at speeds ranging up to twice 
those of any other calculator. 
EASIER —because Marchant saves 
the operator at least one step in 
every multiplication problem. 
SURER — because Marchant is 

the only American-made 

calculator with dials for 

verifying the keyboard entry. 

More than half of all calculator work 
is multiplication. Therefore, the obvious 
choice is the calculator that multiplies 
faster, easier, surer. Call the Marchant 
Man in your phone book—he’ll 
prove it with a demonstration 
on your own work. 


PUSH-BUTTON MULTIPLICATION 
delivers rearmament figurework 


3& PUSH-BUTTON MULTIPLICATION 
d Enter multiplicand in keyboard. 


Answer appears simultaneously 
as multiplier is entered in Auto- 
matic Multiplier. 


Mail this Coupon with your business letterhead to get our 
s GUIDE TO MODERN FIGURING METHODS 


DAKLAND 6B, CALIFORNIA 


0} 
ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [] } 
MARCHANT CALCULATING MACHINE COMPANY : 


free : 


AMERICA'S FIRST 


N. Y., by members of the American 
Society of Questioned Document Ex- 
aminers as part of their recent annual 
meeting. 

The society is one of America’s most 
select national organizations, includ- 
ing in its 20-odd membership some of 
the world’s most famous handwriting 
experts. Its president is Albert D. 
Osborn, noted for his appearance as 
expert witness in the trial of Bruno 
Richard Hauptmann for the kidnap- 
slaying of Jon Lindbergh, the Wendell 
will case, the Jimmy Hines trial, and 
many other famous court cases. 

Although the study of handwriting 
is the principal work of the society’s 
membership, their field is much broad- 
er, including the technicalities of inks, 
papers, and typewriter impressions. 

They met at the Todd plant for the 
exchange of technical information 
with research officials, including Ar- 
thur S. Hamilton, Jr., director of 
research; Earl J. Gosnell, chief chem- 
ist, and Earl G. Hicks, in charge of 
liaison between research and _ sales. 
Besides checkwriter type, check paper, 
and special inks, they saw demonstra- 
tions of tamperproof identification 
cards and stationery. Also participat- 
ing in the discussions was George W. 
Adlam, chief investigator for Todd. 


UNIQUE CONTEST 
IN NEW YORK 


New York City’s position as the 
world’s business center is being dram- 
atized by a unique building identifica- 
tion prize contest in which the public 
will be challenged to identify the 
thirty-six new office and commercial 
buildings which have been added to 
Manhattan’s famous. skyline since 
1947 or are now under way. 

Sponsored by Cushman & Wake- 
field, Inc., one of the country’s lead- 
ing real estate brokerage and building 
management organizations, the con- 
test will run through the entire month 
of October. 

Photographs or architects’ perspec- 
tives of each of the structures, with all 
possible identifying clues removed, are 
on exhibition in one of the show win- 
dows of Cushman & Wakefield, at 281 
Madison Ave., for the entire period 
of the contest. 

Twenty-three cash prizes, totaling 
$1,000, will be awarded to those con- 
testants able to identify by name or 
address the greatest number of these 
new buildings. First prize will be 
$500, second prize $200, and third prize 
$100. Cash prizes of $10 each will be 
awarded to the remaining twenty win- 
ners. 

To qualify, a contestant must sub- 
mit an essay of not more than 100 
words on the subject entitled: “Why 
Manhattan is the Ideal Location for 
an Office.” 

All answers and essays must be sub- 
mitted on an official entry blank, con- 
tained in an illustrated brochure in 
which are depicted miniature repro- 
ductions of pictures of the thirty-six 
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THE BOTTLE THAT 


FITS THE 
enous A OFFICE GIRL'S HAND! 


. o< labaatbiede WEIGHS % OF A POUND LESS THAN OLD 
STYLE QUARTS! FOOL-PROOF POURING SPOUT! 


tee 
ee 


No matter how particular she may happen to 
be, any office-girl will be glad to handle 
Sanford’s Fifth Bottle of PENit Ink! This 
new bottle, shaped to fit small hands, offers 
large bottle economy with pint-size 
convenience Its new structural 
design gives greater strength, yet 
requires less glass . . . weighs 
a full $4 pound less than a 
regular quart! The dripless 
spout pours free-flowing 
/ / Sanford’s PENit Ink . . . the 
/ 


quick-starting ink that assures 
“‘glide-ability” in pen writing. 
And for the sake of permanent 
office records, remember...Sanford’s 
PENit Ink is one of the two out of 
five leading brands of Blue-Black 
fountain pen ink that independent 
laboratory tests have shown resisted 
time, light and weather exposure. 


1o 8 © & 


ee 
| eeceses 
~0eee 


FOUNTAIN PEN INK 


Sanford Ink Co. 
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Why look at BOTH sides 
of these copies? 


Both sides are mimeographed! 
That cuts paper requirements 
in two. Moreover, you can 
use thinner paper to save post- 
age. Those are only two of the 
bonus features of MODERN 
mimeographing, still un- 
matched for over-all economy. 
Other bonus features include 
duplicating in 4or more colors 
at once, and mimeographing 
on almost every kind of paper 
and card stock. 


Such extra versatility above 
and beyond routine mimeo- 
graphing now makes this 
process more useful than ever. 
For a free portfolio of MOD- 
ERN mimeographing samples 
and full facts, send the coupon. 
Do it... write now! Learn 
how you can save through 
MODERN mimeographing 
with A. B. Dick products—for 
use with all makes of suitable 
stencil duplicating products. 


<3 A-B-DICK 


i \ THE FIRST NAME iN MIMEOGRAPHING 


- sin i ii ae 
1 
| A.B. DICK COMPANY, Dept. OM.1051 
| 5700 W. Touhy Ave., Chicago 31, Ill. 
With no obligation to me, please send free portfolio of samples and 
| full facts about MODERN mimeographing. 
| 
NAME 
ORGANIZATION —_ 
ADDRESS 
CITY ZONE STATE 
ibaa eae nen en 
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buildings displayed in the show win- 
dow, the list of prizes, names of Judges 
of Award and the rules of the contest. 
Brochures and entry blanks, with suffi- 
cient space for the essay, are obtain- 
able at all Cushman & Wakefield of- 
fices in Manhattan. 

In the event of a tie in identifying 
the buildings, the essays of the tied 
contestants will be turned over to a 
board of prominent New Yorkers com- 
prising the Judges of Award, whose 
opinion will determine the winning 
contestants who have submitted the 
best essays. 

J. Clydesdale Cushman, president 
of Cushman & Wakefield, says: 

“The contest was undertaken as a 
civic gesture to focus attention upon 
Manhattan’s great, streamlined, ultra- 
modern office buildings. Inasmuch as 
this is the first contest of its kind, it 
is my belief that it will arouse unusual 
public interest. 

“The slogan of the contest, ‘How 
Well Do You Know Your New York?’ 
should intrigue business men and 
women, executives and members of 
staffs having offices in Manhattan and 
elsewhere, as well as members of the 
real estate fraternity, who are eligible 
to participate. 

“These 36 properties have an ap- 
proximate total value of $247,000,000 
and contain about 8,340,000 square 
feet. This equals about the total of- 
fice space in 33 of the largest cities 
in all of the southern states. New 
York’s 36 new buildings represent a 
combined fantastic total height of 647 
stories, or 35 stories more than six 
times the height of the Empire State 
Building. 

“Despite such a vast increase in 
new office space within a period of 
only four and one-half years, there has 
been no increase in vacancies in this 
city. Management of the older office 
buildings, which have housed most of 
the tenants who have moved to the 
36 new buildings, has succeeded in 
renting practically all of the vacated 
space to either expanding tenants in 
their own building or to new tenants. 

“During this same _ period,” Mr. 
Cushman pointed out, “there was little 
or no construction of office and com- 
mercial buildings in many of the other 
large cities of the nation. 

“There can be only one conclusion 
drawn from this comparison. New 
York, today, is not only the acknowl- 
edged world’s center of business but 
it is still growing. Man, ingenuity, 
brains, and capital have combined to 
make it both necessary and possible 
for big and small concerns to serve 


| the rest of the world from New York 


CONTROLS NECESSARY 
TO CURB INFLATION 
Only through the wide and consis- 
tent application of principles of cost 


and price control to all parts of in- 
dustry can the forces of today’s 
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rexcet Cellophane Tapes 


and for re . ‘ noing, holding, 
Pairi : ling, hinging, 
for Sealing close ry" 7 file pages desk jobs. oa ahi tasks are made 
file titles ¢] €s, for tabbin repairing @ it handy. 
ean and neat & easier with TEXCet. Keep 


— ‘TEXCEL 


CELLOPHANE TAPE 
a \ 


INDUSTRIAL TAPE CORPORATION 
NEW BRUNSWICK, NEW JERSEY 


Also makers of a complete line of p sensitive 
tapes for industry. 
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Here’s a new, low-cost machine that 
quickly copies reports, records and 
accounting forms up to 46” wide and 
gets them out on time. 


The Bruning Copyflex “20” makes 
direct, positive (not negative) copies 
that are errorproof replicas of your 
originals. It copies practically any- 
thing typed, written or drawn on or- 
dinary translucent paper. Anything 
from small office forms to really large 
sized balance sheets, charts, produc- 
tion schedules, statistical reports, 
etc. These can be run off rapidly 
without lifting a pen or typing a 
word, at an approximate cost of only 
2¢ per sq. ft. 


No stencils, negatives, or masters are 
used! You just feed in your original 


Specialists in copying since 1897 
[CHARLES BRUNING COMPANY, INC." "7 
New York 13, N. Y. 


( Send me full details on the Model 20 Copyfiex. 
CO | would like to see a Copyflex machine demonstrated. 


Dept. Q-101 100 Reade St. 


- Quickly makes low-cost, errorproof 
copies of even your large reports, 
records, and accounting forms 


N EWieite Copyflex “20” 


and the sensitized paper... the ma- 
chine delivers a ready-to-use copy 
that’s an exact replica. You get the 
letterhead ar form as well as the text. 


No special training is needed to 
operate the “20,” and no installation 
is required — just connect it to a 
115 volt A.C. power circuit. It’s clean, 
it’s quiet, it’s free of fumes or fuss. 


Why wait for copies? Make them 
when you want them, as you want 
them. Having copies made “outside,” 
or typed (with consequent proof- 
reading) is costly and unnecessary. 
Speed your paperwork the modern, 
efficient, Copyflex way. 


This coupon is your cue. Have your 
secretary mail it today. 


— ee ee ee ee ee ee 
2] 


Name Title. 
Here's our compact, secre- 
agitate terial model — the Copyfiex 
Street. “*12"". In seconds it delivers 
clean, sharp, ready-to-use 
City. Zone State copies up to 11/2” wide. 
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mounting inflation be held in line or 
directed in a manner to delay or mini- 
mize its effects, declared Herman A. 
Papenfoth, president of the National 
Association of Cost Accountants and 
manager of finance of the Trumbull 
Division of General Electric Co., 
Plainville, Conn., in his annual mes- 
sage to the N.A.C.A. membership, re- 
cently, 

Inflation, he warned, is an insidious 
enemy of our economy which can be 
almost as successful as war itself in 
wrecking our American system and 
institutions. To offset its undermining 
effects, the N.A.C.A. president called 
for increased production, greater effi- 
ciency, cost control and cost reduc- 
tion. 

This can be achieved in large meas- 
ure, he stated, by the application of 
everyday practices of cost predetermi- 
nation and control on the part of ac- 
countants in industry. The industrial 
accountant can also serve management 
and industry, as well as government, 
through ‘his intimate knowledge of 
costs and price relationships. 

One of the greatest challenges be- 
fore American industry today, Mr. 
Papenfoth pointed out, is the full and 
efficient utilization of production fa- 
cilities, manpower and materials in 
order to obtain maximum production 
at low cost and with a minimum of 
inventory investment. 

Accomplishment of these objectives, 
he said, will produce maximum results 
with the available material and labor 
supply at a time when production de- 
mands are greatest, in order to meet 
the combined requirements of govern- 
ment defense needs and consumer re- 
quirements. 


EMPLOYEES SHARE 
EXTRA PROFIT 


The management of John Falkner 
Arndt & Company, Inc., Philadelphia 
advertising agency, voiced a practical 
acknowledgment of their staff’s im- 
portance by recently distributing extra 
compensation under their established 
Profit Sharing Plan. 


The company has for many years 
favored employee benefits, providing 
hospitalization, vacations, sick leave, 
insurance, stock purchase and a profit 
sharing trust. 

The profit sharing plan (a cash 
plan) different from the profit sharing 
trust (a deferred type plan) which 
has just paid off, has several unique 
features. There are three different ad- 
ministrations of this plan, for officers, 
key personnel, including department 
heads, account managers, assistant ac- 
count managers, and for the general 
staff, including every employee with 
as little as three months’ service with 
the agency. 

This general staff profit sharing 
plan was conceived and put into opera- 
tion several years ago through the 
efforts of the company’s office man- 
ager and personnel director, Harry P. 
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| VICTOR CAN HELP YOU 


1 
bis 
S- f ee °® 
: ncrease IclIenc uf Costs 
7 * 
iS 
e 
in 
d 
g 
d 
3 
: 2 
t 
_ 
»f j 
% 
1 | 
it i 
t, | 
of VICTOR CUSTOMS 
Available in 10-key or full keyboard. 
= ' Total 999,999,999.99. Both models 
2 | same size, weight and price. 
d 
_ 
n | 
. 
vf 
3, 
s 
ir {@D 0987654321 @\ 
Movable Decimal Marker Speeds Calculation ” 
. Exclusive with Victor. Point off decimal places by } 
pre-setting the marker. Eliminate counting columns 
aad on tape. Speeds calculating, multiplication, division, 
dditi and subtracti decimal equivalents. 
BEAUTIFULLY DESIGNED, ruggedly built Victor Customs add, sub- 
tract, multiply, divide, automatically compute credit balance. You 
r can calculate with Victors. They cut operating costs by simplify- 
a ing figure work and by saving you the extra cost of more expensive 
i machines that need trained operators. 
x VICTOR CUSTOMS : : , 
a Available in hand or electrically operated models with totaling 
j DO ALL THESE FIGURING JOBS capacities of eleven or nine columns. There are 42 basic models 
FASTER, MORE ECONOMICALLY: in the Victor line, from the utility models to those specially built 
| for specific business problems. Call the Victor Branch or Author- 
g ( @ Invoice and remittance ized Dealer listed in your classified phone book .. . or mail coupon 
, handling below for FREE booklet, “The Secret of Speed.” 
t 
® Collection and summary of 
h gross premiums snneninw 
4 | e Figuring operating and 
budget ratios Victor Adding Machine Co., Dept. OM-1 
% ( : Chicago 18, Illinois 
if e Preparing profit and loss Please send free literature on the complete Victor line 
r statements and free booklet, “The Secret of Speed,” showing 
t how the new Victor Customs do many calculating 
» #101 other figure problems jobs as well as adding machine work. 
‘ peculiar to your business ; 
h : NAME 
: COMPANY NAME 
g H 
. VICTOR ADDING MACHINE CO. ; 
e Chicago 18, Illinois . _ 
4 The World's Largest Exclusive ' 
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Anderson, Jr., in cooperation with 
Charles W. Petersen, of W. C. Heaton 
& Company, New York City, Certified 
Public Accountants serving the Arndt 
Agency. 

The formula for the plan incor- 
porates, on a graduated basis, length 
of service from 3 months to 4 years 
and weekly salary ranging from 4 to 
2 weeks’ salary, with a slight extra 
compensation for each year of service 
over 4 years. 

Fifty-one members of the staff par- 
ticipated in this profit distribution 
ranging in amounts from $10.00 to 
$390.00. 

A commendable feature of this Plan 
is that employees do not come to ex- 


pect extra compensation at a stipu- 
lated time as they would a Christmas 
bonus—and then perhaps be disap- 
pointed when they do not receive any 
or not enough, should the company 
experience an unprofitable year. In- 
stead, the plan pays off at any time a 
certain number of dollars, the maxi- 
mum according to the formula, are 
available in the fund. It may take a 
year to mature; on the other hand, it 
could pay off in a few months if all 
members of the organization contrib- 
ute to outstandingly successful opera- 
tion. The progress of the fund is 
announced monthly to the _ staff 
through the means of an office bulletin 
and is also charted on the bulletin- 


TABULATING CARD 
OFFICE EQUIPMENT 


annem 


THE proper and efficient operation of your electric accounting 
installation calls for the comprehensive use of a number of items. 
MONARCH METAL PRODUCTS, Inc., manufactures a complete line 
of office equipment — of all steel construction — for the filing, 
moving, sorting and storing of your tabulating cards. 

Fabrication and finish are of the finest; design is pleasing as well 
as practical and utilitarian. 


Offered are tub files, both vertical and horizontal; sorting racks; 
sorting rack trucks; single and double sided portable racks; stationary 
storing racks; transfer storage cabinets; key punch desk files; card tray 
trucks; trays; control panel cabinets and accessories; and other items. 


We will be happy to help you with any of your tabulating problems, 
whether they be of design or space. 


ist) ree ree eS 


Exclusive representatives in many cities 


METAL PRODUCTS INC 


724 S. COLUMBUS AVE., MOUNT VERNON, N.Y. 


REG. U. S. PAT. OFF. 
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board for all to see. If a loss is in- 
curred in any one month, this deficit 
must be made up before profits for the 
fund become available again. 

Employees say it seemed like 
“Christmas in August” and they have 
a feeling of ownership through this 
“true” profit sharing plan participa- 
tion in company profits. It makes 
them aware of the importance of con- 
serving supplies and equipment, of im- 
proving methods of operation and, 
most important, in conserving time by 
working “smarter”’—not necessarily 
“harder.” 

Participation in this extra compen- 
sation is not given for having just put 
in time with the organization. In- 
stead, it must be earned for satisfac- 
tory performance in their position on 
a merit basis. Every employee can 
calculate how much he may expect to 
receive when the fund accrues, except 
if there is doubt as to the quality of 
his work. Here is another character- 
istic of the plan—management reserves 
the right to modify anyone’s full share 
by 25 per cent, 50 per cent, 75 per 
cent, or withhold payment entirely if 
the employee does not measure up to 
performance expectation. This pro- 
viso tends to correct failures among 
employees who do not merit 100 per 
cent distribution because they are ad- 
vised of their shortcomings with the 
idea of strengthening their future per- 
formance. 

Through profit sharing, employees 
begin to appreciate how dfficult it is 
for the management of any business in 
these times to produce extra profits. 

Profit sharing follows the natural 
law of “As we sow, so shall we reap.” 


OFFICE STANDARDS 
WIN APPROVAL 


Offices throughout the United States 
will be helped one step nearer their 
goal of higher efficiency at lower cost 
as a result of the first two American 
Standards for the office approved by 
the American Standards Association, 
it was announced recently by the Na- 
tional Office Management Association, 
sponsor of the project. 


The first Standard, aimed toward 
standardizing the sizes of desks and 
tables used in business offices through- 
out the United States, was developed 
under the leadership of NOMA’s Na- 
tional Standards Committee’s Office 
Furniture Division. The second ap- 
proved Standard, covering the size 
designation for index and_ record- 
keeping cards, was developed under 
the committee’s Office Supplies Di- 
vision. Respective committee chair- 
men are H. W. Vetter, Commonwealth 
Edison Co., Chicago, and L. H. Brig- 
ham, American Optical Co., South- 
bridge, Mass. 

(Full details regarding these stand- 
ards appeared in a feature article in 
the July issue of this magazine). 

The first Standard includes a set of 
over-all dimensions for metal and 
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. 


Carried In All 
Popular Sizes 


e ALPHABETICAL 
e MONTHLY 
e DAILY 


en EVERYDay USE 


LETTER SIZE No. C217A 
LEGAL SIZE No. C219A 


‘ £0, We HASTINGS, MINNESOTA 


a we 


NO. 11-9-50 


PRINTED IN U.S. A. 
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IT TAKES A QUALITY LINE 
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¢ a8 . LCE ; : 
TO BUILD A REPEAT BUSINESS 


~ “Quality above Comparison”’ 2 
SINCE 1906 | 


From the very first item to the 
present line of over 3,100 stock 
items, we have concentrated on 
craftsmanship and the finest 
quality and grades of raw mat- 
erials, making our line an out- 
standing quality line. 


. , 
~~ : 


We have 5 separate factories 
for your protection and added 
service. 


Write for our catalog. We also 
invite your inquiries for specially 
made products. 
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SUPER POCKET 
“THE ALL PURPOSE FILE’ 
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wood desks and tables for general 
office use. This Standard provides for 
five widths and two depths for metal 
desks and tables and six widths and 
two depths for wooden desks, as well 
as two heights for each. 

The Standard should prove a great 
aid to office managers in reducing the 
variety of ready-made sizes, thereby 
simplifying purchase procedures. It 
also promotes a more flexible furniture 
arrangement in the office, simplifying | 
the interchange of personnel and 
equipment. 

The Standard defines such terms as 
general office desks, double-pedestal 
desks, width, depth, front, height, right 
and left designations. The second 
Standard specifies that in designating 
the dimensions of index cards and 
record-keeping cards, the horizontal 
dimension shall be named first, fol- 
lowed by the vertical dimension. 

Together with office furniture and 
supplies, the standards program deals 
with office paper, forms, records, pro- 
cedures, business machines, personnel 
factors, and physical and physiological 
factors. 

Although there is no compulsion 
upon manufacturers, suppliers and 
users to comply with the specifications 
set up by the standards, adherence is 
being encouraged by the National Of- 
fice Management Association and the 
American Standards Association in 


order that offices may keep pace with | 


the progress which standardization has 
brought about in recent years in the 
factory and plant. 

“Unless the office finds new ways of 
increasing its output of the facts and 
figures needed by the _ production 
man,” said W. H. Evans, executive 
vice-president of NOMA, “the office 
may become a bottleneck in the pres- 
ent defense production drive. Stand- 
ardization is one means by which the 
office can meet the increasing de- 
mands top management is putting 
upon it.” 

NOMA’s National Standards Com- 
mittee is headed by T. H. McDon- 
ough, of H. J. Heinz Co., Pittsburgh. 
In charge of the 30-odd cooperating 
groups implementing the project under 
American Standards Association pro- 
cedures is G. T. Vanderbilt, of the 
Standard Oil Co., Cleveland. 

Copies of the “American Standard 
Dimensions of Desks and Tables for 
General Office Use,” and the Standard 
covering the “Size Designation for In- 
dex Cards and Record-Keeping Cards” 
may be obtained from the American 
Standards Association, 70 FE. 45th St., 
New York 17, at 25 cents per copy. 


se, , gt! 
16 FIRMS QUALIFY 
FOR CITATIONS 
Sixteen office equipment companies 
have qualified for “Highest Merit” ci- 
tations in the Eleventh Annual Survey 
conducted by Weston Smith of Finan- 


cial World. They were selected from 
the 5,000 corporation annual reports 
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look... ’ Mr. Tabulating User... 


UARCO makes a full line of tabulating forms 
for you to choose from: 


custom forms E | 


stock forms 


ax 
imprinted stock forms - 


The quality of these forms is the finest. 


7 


You can order them unfastened or in a wide choice of fastenings: 


—~ 


Not only do you buy quality forms, 


you get dependable service Gay from Uarco. 


Service that's close by with trained tabulating representatives in every 


xs 
major city Five well-located plants = a) 
assure you good delivery. And behind all of it SF 


oe 
... Uarco’s nearly sixty years’ 4 experience. Want a source 
. 


you can depend on, for tabulating or any other 


type of business form? Call Jax Uarco. 


Factories: Chicago; Cleveland; Oakland; Deep River, Connecticut; 
Watseka, Ilinois—Sales Representatives in all Principal Cities 


UARCO I---rporated 


Room 1620 141 W. Jackson Bivd., Chicage 4, Mlinois | 
Please sena your free booklet containing edwal semples of UARCO | 
CONTROL PUNCHED FORMS 
PORTO. ccc cc ccccccnccccccccccccescecereseseeeeseceeseeeseees I 
PPT Pr rrr rrr Trrirrrrrrrrrrrrrrrrrrirrrrrit irri t tei | 
hE eR Oe aha See RE REREA AEP ee eecrnet = == ] 
 SOPTTTTITTIIITTTTTIT TOTTI TT LL | 
es — -_ 
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for 1950 rated in the survey and their 
stockholder reports have thus become 
candidates for the final judging. One 
will be selected for a “Best of Indus- 
try” award and will be presented with 
a bronze “Oscar of Industry” at the 
Financial World Annual Report 
Awards Banquet on October 29 in the 
Grand Ballroom of the Hotel Statler 
in New York. 

The sixteen companies are: Bur- 
roughs Adding Machine, Clary Multi- 
plier, Felt & Tarrant Mig., General 
Fireproofing, Globe-Wernicke, Mar- 
chant Calculating Machine, McBee 
Co., Monroe Calculating Machine Co., 
National Cash Register, Pitney-Bowes, 
Inc., Remington Rand, Inc., Royal 
Typewriter Co., W. A. Sheaffer Pen, 
Uarco, Inc., Underwood Corp., and 
Wilson Jones Co. A year ago the 
1949 annual report of Pitney-Bowes, 
Inc., won the trophy for the best re- 
port in this industrial classification. 


OFFICE RECORDS 
AND THE A-BOMB 


In the beginning, Man depended on 
caves for protection and shelter from 
the dangers of nature. Now, many 
ages later, he is returning to the 
mountains to protect some of his valu- 
ables from the dangers of his own 
creation—the atomic bomb. 

One project, in New Jersey, is com- 
pleted; the other, in New York, is 
currently burrowing its mole-like way 
into the hills. At Iron Mountain, in 
the Catskills outside Hudson, N. Y., 
“the world’s first atomic proof stor- 
age vaults” are being created. In the 
Hunterdon Hills section of western 
New Jersey, the first center exclu- 
sively designed for scientific and low 
cost storage of vital business records 
at a safe distance from all bombing 
targets, has been opened by the Busi- 
ness Archives Center, Inc. 


modern 
way 


right in your 
own office! 
++.and save money, too 


A di ™ Sifol 


can p 
plastic bound books in 
these 2 easy steps: 


et 


a8, 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC plastic bindings 


You can definitely im- 
Prove the effectiveness 
of your catalogs, presen- 
catkens and reports with 


Add prestige... utility . . . attention-compelling 
appearance to reports, catalogs, presentations, and all 


coterie nendsome GBC = printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 

ied quickly . . . economically plastic binds loose pages of 

YY a all sizes into easy-to-use personalized booklets. Pages 

be ie turn easily ...lie flat. Durable plastic bindings are 

Senet ss available in a complete range of colors, styles, and 


General Binding 
Corporation 


Name_ 


sizes. Complete GBC office equipment costs less than a 
typewriter . . . saves more than 50% over old fashioned 
Chicago 14, Iilinois fastener-type covers. Anyone can operate. 


Mail coupon for FREE BROCHURE and samples 


General Binding Corporation, Dept. OM-10 
810 W. Belmont Ave., Chicago 14, Ill. 


Please send me, without obligation, your new illustrated portfolio 
packed with timely information, including prices, about this modern 
binding system. Send also 2 free memo books as useful examples of 
both styles of GBC plastic binding. 


Cc 


Addre 


City. 


General Binding Copoation 


‘one__County. 


State. 
° 
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Iron Mountain Atomic Vaults 


To date, one-quarter of the Iron 
Mountain project is completed. More 
than 100 vault rooms of varying sizes, 
of reinforced concrete and steel and 
equipped with Diebold vault room 
doors, are in the final stage of com- 
pletion. Assigned to the important 
job of guarding the inner corridors to 
the vault rooms is a 27-ton Diebold 
round-type bank vault door, equipped 
with 4-movement timelocks. 

To picture this unusual project, im- 
agine a large tunnel a few hundred 
feet below the crest that radiates into 
corridors for 1,000 feet, and you have 
an idea of what the inside of “atomic 
bomb proof” Iron Mountain looks like. 
One reason Iron Mountain is consid- 
ered “atomic bomb proof” is that vir- 
tually all of the mountain is made up 
of 45 per cent iron ore, which weighs 
twice as much as ordinary rock—and 
in addition, the vault rooms lie 125 to 
250 feet below the surface. The iron 
ore content explains the need for dy- 
namite blasting, since digging equip- 
ment simply doesn’t faze the hard 
rock inner core of the mountain. 

This entire project is the idea of 
Herman Knaust, Catskill industrialist, 
who formerly used the caves in Iron 
Mountain for growing mushrooms. 
He has formed the Iron Mountain 
Atomic Storage Corporation to handle 
the project, which currently employs 
600 persons, a majority of which are 
displaced persons. 

Upon completion, the interior of the 
mountain will contain 400 vault rooms 
ranging from 250 cubic feet to 15,000 
cubic feet in size, and provide a Stag- 
gering total of 1,800,000 cubic feet of 
storage space (equivalent to the inside 
of the Empire State Building)! Elab- 
orate air conditioning and humidity 
control equipment will use up 2,000 
feet of pipe and the entire project 
bristles with safety precautions—shafts 
reaching too close to the surface are 
plugged with 12-foot thick concrete, 
two complete sets of communications 
equipment and a dual alarm system to 
alert local authorities are planned, and 
a deputized private twenty-five man 
police force will maintain guard con- 
tact. The administration building en- 
trance which houses the Diebold bank 
vault door will also contain facilities 
for photostating, microfilming, filing 
and storage preparation plus adminis- 
tration offices. To insure the project 
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Traffic light for dictation! 


There’s a red and green light on your 
secretary's GRAY AUDOGRAPH...so she 
can’t get tangled up when she’s putting 
your words on paper. You press a key 
while dictating; the lights flash later. 
The red light flashes to warn her of 
approaching corrections; the green 
light for ends of messages. 

Versatile Gray AUDOGRAPH can in- 
crease your office output up to 30%. 


-AUGOERAPH 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under ‘Dictating Machines.” 
Canada: Northern Electric Company, Ltd. Abroad: Westrex 
Corporation (Western Electric Company export affiliate) in 
TRADE MARK “AUDOGRAPH™ REG. U. S. PAT. OFF 


35 countries. 
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Simply soundwrite sales reports, 
memos, conferences, correspondence 
— anything! You dictate at your con- 
venience; your secretary transcribes at 
hers. Result—you’re both free for other 
important work. 

Operation is easy, thanks to single- 
lever control. Flip left to record, right 
to listen. No fussing with arms or 
needles. Relax and think out loud. One 


featherweight plastic disc holds an 
hour’s dictation. You can file it or mail 
it at ordinary letter rate. Resurface it 
for reuse up to 50 times. That’s econ- 
omy! 

AupbocRaPH is tops with secretaries, 
too. Tone control allows full treble-to- 
bass range... keeps your voice clear 
and resonant. Send the coupon for full 
particulars. No obligation whatsoever. 


Dictation is easier— with AuDOGRAPH! 


y) 


"he Gray Manufacturing Company, Hartford 1, Connecticut 


V/ Send me Booklet 10-S—“Manpower—starts with YOU!” 
NAME 


TITLE 


FIRM 


Ooms 


ciTy 
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What should you do when 
aRibbon & Carbon Salestnan calls? 


_ 


diets eee 
your hat 


Head for the 
heatest 
fire escape? 


@F Or have them tell 

him youve left on 

an otended trip te 
Maracaibo ? 


fi) 


(4) Bes sensible- phates ly 
nes a Co lumb i) 
trained specialist 


-ask him in 


\\S 


Yes, ask the man in. 


For, “carbon paper is not just car- 
bon paper,” despite what a lot of people 
think. 


Actually, there’s a wide range of dif- 
ference (and results) even among “we 
finest brands. A sheet may be just right 
for one sec st and all wrong for wks 
—it may work well on one machine mak- 
ing one copy and be unsatisfactory on 
another making seven copies. The girl's 
touch, weight of paper and type of len 
are all to . siaaaed. A good, sherp- 

) Writing, clean handling carbon paper will 
improve any girl’s morale and work. 


Your Columbia stationer and the 


So, ask the Columbia man in and 


let him make an on-the-spot analysis of 


your special needs. He’s pretty sure to give 
your office greater ribbon and carbon satis- 
faction at a reduced cost. Better still, send 
the coupon below, and your local Columbia 
man will come at your conven- 
ience . . . no obligation. of course. 


COLUMBIA RIBBON & CARBON MFG. CO., Inc. 
Main Office & Factory: 
170-10 Herb Hill Road, Glen Cove, L. 1., New York 


New York Sales and Export: 58-64 West 40th Street 
Branch Offices and Distributors in principal cities 
Consult your local Telephone Classified Directory 


Columbia factory representative 
can quickly find the answer to 
any ribbon or carbon problem. 


0. 


Position 


Conus Rippon & Cannon Manuracrurine Co., Ine 
170-10 Herb Hill Road, Glen Cove, L. 1. N.Y. 


*°¢ ribbons and carbon copies. 


OM-10 


Let’s see what your man can show me about 


“Manufacturers of Fine Carbons and 
Ribbons for Nearly Half a Century” 


City 


Company 


Address 


Zone. State 
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against attack from the air, the ex- 
terior building will be completely 
camouflaged to match the mountain- 
side. 

For security reasons, it is impossible 
to reveal the exact location of the 
Business Archives Center, Inc., except 
that it is located in the Hunterdon 
Hills section of western New Jersey, 
midway between New York City and 
Philadelphia. It will serve these cities 
as well as Trenton, Newark and the 
many defense plants located in the in- 
dustrialized section of New Jersey. 

The Business Archives Center, Inc., 
under the technical supervision of Em- 
mett J. Leahy, who is also president 
of the National Records Management 
Council, has leased for a long term of 
years this new modern one-story fire- 
proof brick and steel building. A 17- 
foot ceiling height gives this 12,000 
sq. ft. building a capacity of 200,000 
cubic feet of storage space for original 
and duplicate business records or. mi- 
crofilm copies. The building is sur- 
rounded by several acres of land, 
which will provide ample room for 
expansion. 

Although the Business Archives 
Center was only established two years 
ago at 337 West 27th Street, thé de- 
mands upon its services and space 


by such companies as Paramount 
Theatres, Eastern, Colonial and Pan 
American Airlines, Lever Brothers 


and scores of law, accounting, broker- 
age and insurance firms has been so 
great that this expansion move was a 
necessity. In addition, it will also 
provide the security and safety fron 
an enemy attack which so many iarge 
firms and corporations are insisting 
upon today. The Center at 27th Street 
will, of course, be retained. 

Features of the new center are: 
lower costs than city records storage, 
a unique instant reference service by 
tie line phone direct to the man while 
he is actually looking up the records 
stored there, and daily pickups and 
delivery of business records. A most 
significant measure of the low costs 
is the fact that original or duplicate 
business records can be stored at the 
new center for 20 years for the com- 
parable cost of microfilming the same 
records. * 

This new center, which is already 
in operation, provides the same serv- 
ices and facilities as the Business 
Archives Center in New York City. 

Cushman & Wakefield, Inc., 281 
Madison Ave., New York City, was 
the broker in this important leasing 
transaction. Brown & Brown, Inc. of 
Elizabeth, N. J., were the agents of 
the owner. 


NEW IBM PRODUCTS 


An acetate carbon ribbon developed 
especially for the preparation of mas- 
ters for photographic and paper plate 
reproduction is among the four new 
office supply products announced by 
International Business Machines Cor- 
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WHAT SORT-O-MAT DOES 


sons corvesponsence. | HOW SOSP-O-Mat taxes You 


freight bills, invoices, 
yeh signet OUT FROM UNDER... 
papers to proper de- 


partment for high-speed AND PUTS YOUR OFFICE UP ON TOP! 


efficiency, top-notch ac- 


curacy .. . Saves time, 

ae If anyone in your office sorts correspondence, in- 
voices, papers of any kind—Sort-O-Mat speeds 
sorting time by 75%! Fast, accurate, Sort-O-Mat 
is the 2-letter sorting system that helps your office 
HOW YOU CAN TEST SORT-O-MAT make a better showing up and down the line. 
ON YOUR OWN PAPER WORK YOUR BOSS sees a saving in time and money. 
<r ee Low-cost green help can do high-speed sorting. 
tive in your city will be New accuracy takes advantage of invoice dis- 

glad to demonstrate a Sort- . 
Olle: in your elie ond counts . . . builds customer respect for your firm. 


let you SEE how it cuts DEALERS AND CUSTOMERS see better service 
work, builds performance. . “11: » 9 ° “17: 
Call him now! in filling orders . . . new efficiency in billing and 
shipping. Sort-O-Mat cuts confusion in a way that 


puts your office up on top. 


“© Also Makers of Quality Steel Office Equipment 
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Poration, This first all-plastic ribbon 
is designed to permit maximum car- 
bon deposit to produce ideal type im- 
Pressions for clear reproduction. It is 
available with two weights of carbon 
coating. 

The other new products include two 
nylon ribbons and a new non-curl, 
non-smudge carbon paper with its 
back treated to prevent slippage. Two 
diagonally opposite corner cuts and 
the extra length of the carbon paper 
provide for easy removal. 

Because nylon can be quality con- 
trolled more easily than natural fibers, 
the new nylon ribbons offer the ad- 
vantage of greater uniformity of 
thread diameter, minimizing flaws in 
weaving, and heavy threads and splices 
that may be found in cotton ribbons, 
the company says. The thread count 


of 300 to an inch contributes to the 
quality and durability of these ribbons. 
Two types of nylon ribbon are intro- 
duced—Superior Write and Superior 
Life—and the edges of both are heat- 
sealed to prevent unraveling or fray- 
ing. These ribbons are available with 
light, medium, or intense inking. 

To maintain constant high quality 
of ribbons and carbon paper, IBM 
has originated the use of the Densito- 
meter in its inspection program. The 
Densitometer is a precise electronic 
instrument which automatically indi- 
cates on a dial the exact degree of 
ink or carbon deposit. 


SILENT DICTATION 


Hush-A-Phone Corp., 64 Madison 
Ave. N. Y., manufacturer of the 


AVOLUME 
OF (PERSONAL) 
“LETTERS 
EQUIVALENT = Tig 
TO THAT OF — 


“Since our recent purchase of three com 
units we find our cost per letter has es materially 


lete Robotyper 


ii (Signed) Mrs. Edwin Selvin, Chairman 
Women of the Pacific, Beverly Hills, Calif. 


pong gee amazing results are bringing hundreds of let- 
ike the one above. 


Users are so enthusiastic about 


Be ; ’ ters | 
NINE : the increased output and increased results made possible 


by their 


FAST TYPISTS , production is marked for them. MAIL THE COUPON 


first Robotyper that much of Robotyper’s current 


Robotyper WILL DO ' 


¢ makes automatic SPE Erg: important savor 
ene of your correspond- in dictation tiene — Sr es ect 
a shi etc. — neat 
da, billing, ¢ ‘ tput 5 
ence, repetitious ” ‘The insertion roel aot need not be — 
that is re ; ts are lette ime saving, 
| of names, dates, “hea type- read—and i vii efficiency you 
1 made by hand. tneans that cutting ounce 
on 


; ressi ‘ 
writer pnd automatically 


hand typed an 


never dreamed possible. 


LEARN HOW 
INEXPENSIVE 
ROBOTYPER 


Please forward 
my firm, 


REALLY aed NAME ....... 
MAIL THE 4 a 
. COMPANY .. 
‘COUPON Too;Y, #/_—_—_-———ner 
ah ; eee 


ROBOTYPER CORPORATION (H) 
125 Allen Street East, 
Hendersonville, North Carolina 


— we 


inttormation on how Robotyper can help 


Canadian Office: Robotyper Corporation of Canada, Suite C-23 Train Concourse, Union Station, Toronto, Ont. 


Hush-A-Phone for use on microphones 
or mouthpieces of dictating machines 
in offices, is pioneering the product for 
conference rooms, court reporting, and 
regular or remote control dictation by 
doctors at hospital installations or in 
their own offices. Hush-A-Phone, 
which can be supplied for practically 
all makes of dictating machines, is de- 
signed to create privacy and eliminate 
noise when dictating or telephoning. 


RESEARCH EXPANSION 


The Hilton-Davis Chemical Com- 
pany, which pioneered 15 years ago in 
the development of the first special 
dyes custom-made for carbon paper 
and hectograph manufacturers, an- 
nounces that it is expanding its re- 
search program in this field. 

New equipment is being installed to 
bring several new dyes under labora- 
tory test, and a special laboratory with 
coating equipment to test the viscosity 
of inks has been enlarged. 

The firm, a division of Sterling 
Drug, Inc., now produces: Victoria 
Blue BGO and BOC, and Victoria 
Blue B Base, for carbon paper and 
typewriter ribbons; and Crystal Violet 
for hectograph. They are made from 
coal tar intermediates. 

Hilton-Davis staff chemists produce 
their own laboratory carbon paper to 
determine how to improve the dyes. 
Special hectograph paper is also made 
to the chemists’ formulations. Samples 
undergo write-off tests, runs of master 
copies to determine the strength and 
quality of the dyes, and heat and 
chemical tests. 

The research program is being su- 
pervised by Nelson S. Knaggs, vice- 
president and one of the country’s 
leading authorities on wax, important 
constituent of carbon paper. William 
Miles, in charge of the basic dye di- 
vision, and Richard Richter, senior re- 
search chemist and specialist in the 
field, are assisting. 


BOOKS AND PAMPHLETS 


“Frontiers of Personnel Administra- 
tion” is the title of a bound repert con- 
taining complete papers on the activ- 
ities and work of the 1951 Conference 
on Industrial Personnel, sponsored by 
the Department of Industrial Engi- 
neering, Columbia University, N. Y. 

“Two-level penetration” was one of 
the aims of the conference. It was felt 
that supervisors and foremen, who 
must implement and carry out per- 
sonnel policies, should have an op- 
portunity to express in such a confer- 
ence their thoughts and reactions to 
personnel administration ideas in the 
formulative stage, before their adop- 
tion. 

Other subjects discussed at the con- 
ference, and reported in the book, 
include six major problems that per- 
sonnel executives expressed in their 
relations with line supervisors; a prob- 
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OFFICE 


The seating you’ve been needing 
! for your office and reception 
OU vé room. The comfort and efficiency. 
The color and clean-lined 
attractiveness. The stamina. It’s 
all Royal, your convenient 
single source of prestige-designed 
furniture for every office 
eén situation. Individual piece or 
complete installation, the Royal. 
way is the right way to buy. 


+, All models available in choice of Royal’s 
n j a 4 guaranteed upholstery materials and finishes. 


METAL FURNITURE SINCE ‘97 


ROYAL METAL MANUFACTURING COMPANY 


175G NORTH MICHIGAN AVENUE +¢ CHICAGO 1 
New York + Los Angeles + Preston, Ontario 
*This new ROYAL Trademark is replacing the famous Royalchrome and Royalstee! trade names. 
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resents 


STYLE AND COMFORT | 
IN GENUINE 
LEATHER FURNITURE 


WORDEN 


! OF 
HOLLAND. MICH. 


No. 1300 Davenport — Size W80" D40” H321,” 


Worden craftsmanship combines excellent tailoring, finish, and appearance with 
sturdy construction to give years of satisfaction. The several attractive designs 
in which this furniture is offered is possible because only leather lends itself 
to such a varied manner of decoration in the upholstering of high quality 
furniture. Our davenports and chairs are available for any size space. They 
can also be custom made to your specifications. 


For particulars or literature, write .. . 


She Worden Company 


200 East 17th Street ° Holland, Michigan 


prints 3 Colors 


atone times 


Makes 60 Copies a Minute! 


@ PRICE LISTS @ MAILING PIECES © MEMOS 
@ POSTCARDS e BULLETINS 


Yes, the APECO Speedliner gives you the 
help you need when you want to produce 
lots of copies, quick! No mussy stencils! 
Takes any size—postcard to 844” x 
14”. Like having dozens of typists 
around! A compact machine that 
makes copies—in one, two, or up 

to five colors—at onetime for less 
than % cent per copy. No muss 

or fuss! Anyone can run it! 


Send for FREE BOOK! 


Tells what new low cost spirit du- 
ee is, how it works—and lists 

undreds of ways to use it to help 
any business, profession, or service. 


AMERICAN PHOTOCOPY EQUIPMENT CO. 
2863 N. Clark St., Chicago, Ill. 
Please rush me FREE Copy of book on low cost spirit 
duplicating—and full details on Apeco Speediliner. 


Name q 
Firm Offices: Chi 
1 ces: icago, 
agg ;: { New York, Los Angeles 
ity one____state — § —all principal cities 


ann ue Gam GED GED Gum aun aus aun ose oom one om ow oe oo ew aoa 
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(Continued) 


ing into the status of the personnel 
executive to find out where personnel 
stands in the eyes of top management; 
an analysis of the necessity for execu- 
tive development by Jackson Martin- 
dell, president of the American Insti- 
tute of Management; a discussion on 
“Communications,” by Dr. Lyman 
Bryson, Professor of Education at 
Teachers College; a talk on “Flexi- 
bility and Tolerance in Labor Rela- 
tions Systems,” by Dr. Irving Lorge, 
also a Professor of Education at 
Teachers College; “Worker Participa- 
tion en Production Problems,” by Dr. 
George P. Shultz, Assistant Professor 
of Industrial Relations, Massachusetts 
Institute of Technology; “The Budget- 
ing of Industrial Personnel,” by David 
N. Edwards, instructor in Industrial 
Engineering, Columbia University; 
“The Place and Future of Personnel,” 
by Professor Robert Teviot Living- 
ston, executive officer of the Depart- 
ment of Industrial Engineering, Co- 
lumbia University; and “Personnel and 
the Community,” by William W. 
Waite, conference director and Asso- 
ciate Professor of Industrial Engineer- 
ing. The book was planned, edited 
and produced by Richard B. Edwards, 
head of the Edwards Advertising 
Agency, Stamford, Conn. 


“Reducing Absenteeism In Indus- 
try” is the title of a booklet by Floyd 
M. Green, M.D., of Columbus, Ohio, 
which deals with the common cold 
and its after effects. 

Dr. Green traces the history of his 
efforts in one Columbus office. He 
was, he writes, startled to find in a 
monthly report of absenteeism that 
the percentage due to illness was very 
high, 5% per cent. Since he went 
to work, Dr. Green continues, the in- 
cidence of absenteeism for all illnesses 
during the past three years has been 
reduced to 1 per cent. Results have 
been accomplished by preventing 
colds, and the proper handling of the 
beginning cold, he points out. The 
system consists of three factors: 

(1) Employee education 

(2) Sterilization of the air in the 

building, and 


(3) Dispensary treatment in the 
clinic. 
Dr. Green attributes much of his 


success at the Columbus, office to dis- 
pensation of glycol vapors through the 
air-conditioning system. 


“Production and Inventory Control” 
is the title of a new textbook published 
by The Ronald Press Co., 15 E. 26th 
St., N. Y., that deals primarily with 
the principles and systems of plant 
control. Written by William E. 
Ritchie, assistant professor of indus- 
trial management, department of busi- 
ness and engineering administration, 
Massachusetts Institute of Technol- 
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ogy, the book covers the relationship 
, between production planning, produc- 
tion control, and inventory control, the 


— major points of contact between them, ® 
and the kind of data exchanged. 
An over-all picture of twelve con- 444 

nnel 


trol systems in use today is presented. 


| 
nnel Some of the companies whose systems 
lent; are explained were chosen because DESK DE & SET 
cecu- their systems were similar in many 
rtin- respects; others because their systems | 
nsti- were sharply different. None of the 
1 on systems are pointed to as examples of 
man the “ideal,” but they exemplify certain 
i at features which were discussed, and 
lexi- show how these features have been 
Nela- combined in one company’s system. 
orge, Points of each company’s system 
1 at which deserve particular attention, are 
cipa- summarized. 
Dr. The 278-page book is retailed at $5. 
*ssor 
setts “Counseling Executives After Merit 
eet Rating or Evaluation” is the title of 


pat a booklet prepared by Earl G. Planty 
strial and Carlos E. Efferson for the Amer- 


ef ican Management Association. The 
nel, booklet is “a project in executive de- 
ying- velopment.” 
part- ; sy 
Co Management spends thousands of Ye ” 
rer dollars for executive talent scouts, eceeee?® 
Ww psychologists, executive evaluations 
oe, and development programs, the auth- ¥ é rere 
ae ors observe, but is often reluctant to Choose the point you // know they’re sure to like 
lited sit down and talk frankly with execu- oR iat 
ords tives about their performance and to . 
ising analyze their strengths and weak- 
, nesses. They present in the booklet 
some practical suggestions for tackling 
view this fundamental need in executive de- “Ink-Locked” Drom, Mock, 
‘oyd velopment. against Sgt 
Thio, Mr. Planty is executive counselor eccidental Fas ied 
cold for Johnson & Johnson, New Bruns- spillage 
wick, N. J., and Mr. Efferson is staff 
f his training director for Chicopee Mfg. 
He @ Corp., New Brunswick, N. J. 
in a 
that President J. O. Heppes, at the re- 
very cent meeting of the Asphalt Tile In- 
went /|' stitute at the Edgewater Beach Hotel HOLDS 40 TIMES MORE INK THAN 
e in- in Chicago, announced that the Tech- 
esses nical Research Committee, after sev- 
been eral years of careful study and co- ORDINARY FOUNTAIN PEN DESK SETS 
have operative test work, had developed | ‘ 4 
nting a recommended _ specification and | 
f the method of test for grease resistant | 
The asphalt tile. Few gifts are more personal than an Esterbrook 444— 
| ‘The new specification, single copies and none is more welcome. “Ink-Locked” base holds 40 
of which may be obtained from the | _ ‘- f ° desk sets. I 
. the Institute’s office, 101 Park Ave., N. Y., | times more ink than regular fountain pen desk sets. In 
contains most of sg Rs , paso | addition, you can individualize each set with the right 
the ments of the present Federal Specifi- | . . ’ * 
cation for Asphalt Tile SS-T-306a, plus | point for the way each one writes. World 8 largest variety 
; his a requirement and method of test for of point styles to choose from. All points instantly 
— so grease resistance. Both edible oil re- in case dama 
ies sistant tile and mineral oil resistant renewable in of ge. 


tile are covered in the specification. 


® 
1trol” , A revised edition of “Retention and 
ished Preservation of Records with De- 
26th struction Schedules” has been pre- 
with pared by Record Controls, Inc. (for- 


plant — ‘eo ge . “4 “e 7. AMERICA’S PEN NAME SINCE 1858 
» & t “ ~ ne 
Ben a oe The Esterbrook Pen Company, Camden 1, New Jersey 
busi- The 32-page booklet, which is priced The Esterbrook Pen Company of Canada, Lid., 92 Fleet St., East; Toronto, Ontario 
ation, at $1.50, details the problem and so- 
hnol- lution in connection with the reten- Copyright 1951, The Esterbrook Pen Company 
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bottleneck? 


Today's faster business pace 
makes one fact clear. In many 
plants and offices the regular 
exterior telephone system is not 
enough! It may actually be a 
bottleneck! Kellogg SELECT-O- 
PHONE breaks that bottleneck! 


e@ INCREASE PRODUCTION 
@ IMPROVE EFFICIENCY 
@ REDUCE COSTS 


Automatic, requiring no opera- 
tor and independent of your 
switchboard, SELECT-O-PHONE 
is the modern means of trans- 
mitting orders, of exchanging 
ideas with individual execu- 
tives or groups inside your 
business! 


GET THE FACTS 


Many of the greatest names in 
commerce and industry are al- 
ready using SELECT-O-PHONE! 
For complete information, send 
coupon today to: 


KELLOGG 
Selects O-Phone, 


THE /MS(2€ VOICE OF BUSINESS 


SELECT-O-PHONE DIVISION, Dept. 17-J 
Kellogg Switchboard and Supply Compan 
6650 Teun Ave., Chicago 38, ard J 


Please rush data explaining how | con save hours and 
dollars with SELECT-O-PHONE. 


BOOKS AND PAMPHLETS 


(Continued) 


tion of office papers. With records 
accumulating as rapidly as they have 
in the past few years due to the ease 
of making multiple copies by means 
of duplicating machines, plus the war 
effort, social security, and increase in 
research work, which develops vol- 
uminous records, the booklet com- 
mences, there has arisen a problem 
in connection with the retention of 
office papers. 

The booklet then goes on to discuss 
the methods of some firms for the re- 
tention and final destruction of rec- 
ords, the types of paper suitable for 
important records, records governed 
by law, charts, including a record re- 
tention chart, and many other sub- 
jects. 


A new eight-page folder pointing up 
the pitfalls of inadequate record pro- 
tection has been issued by Remington 
Rand, Ince. Titled “The Cost of 
Burned Records,” the folder leads off 
with some grim percentages of the 
fate of businesses whose records have 
gone up in smoke. For example, 43 
per cent of companies so affected go 
out of business. 

Emphasized also is the shaky posi- 
tion in which firms find themselves 
when they try to collect fire insurance 
and accounts receivable or to resist 
unjust claims. Government is also 
shown to take a dim view of the fire 
alibi when asking a company to pro- 
duce its records. Folder goes on to 
list those “pieces of paper” which are 
the lifeblood of almost any business. 
A back page shows those measures in 
eguipment and methods available to 
insure 100 per cent protection. The 
piece may be obtained by writing for 
SC 707 to Management Controls Di- 
vision, 315 Fourth Avenue, New York. 


A new 80-page catalog containing 
the “Whys” of 3-dimensional planning, 
an explanation of the functions and 
advantages of such planning in full 
detail, and outlines and illustrations of 
“Visual’s” Repro-Templet System of 
producing reproduction prints, has 
been prepared by Visual Planning 
Equipment Co., Pennsylvania Avenue 
at River, Oakmont, Pa. 

The catalog, which may be obtained 
on request, also contains an itemized 
list of over 6,000 standard stock items, 
such as machine-tools, material-han- 
dling equipment, shop equipment, and 
office-planning equipment. 


‘THINKING MACHINE’ 


A robot pneumatic conveyor that 
uses a “sixth sense” to “feel, think 
about and read” requirements for dis- 
patching intra-plant communications 
and metallurgical samples was recently 


NAME demonstrated at the Bridgeport Brass 
COMPANY. Co., Bridgeport, Conn., it was reported 
city. ee in the New York Times. According to 
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i fedders 


dl ELECTRIC — 
WATER COOLERS 


Save costly time lost by long 
walks “for a drink of water”. 
Better health, better efficiency, 
less time-off — those are impor- 
tant economies of using Fedders 
Water Coolers. Labor, produc- 
tion and medical authorities 
recommend adequate, access- 
ible, sanitary, perfectly cooled 
drinking water. Bottle, bubbler 
and explosion proof models. 
Write for data. Dept. OM-17, 


a 
FEDDERS-QUIGAN 


Corporation 
57 TONAWANDA ST., BUFFALO 7, N. ¥. 


LEADING MANUFACTURERS OF WATER 
COOLERS FOR 20 YEARS 
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engineers, the conveyor is anotuer 
revolutionary advance in the science 
of “automation,” the technique of man- 


aging industrial production without 


manpower. 
Developed by Mix and Genest, a 
German subsidiary of International 
Yelephone and ‘lelegraph Corp., the 
system was installed by International 
Standard Trading Corp., another sub- 
sidiary. The installation is both auto- 
matic and selective and uses “mech- 
anical brain” features of the type ap- 
plied in automatic dial telephony. 
The new pneumatic messenger, un- 
like the conventional tube system, car- 
ries messages or articles to any one of 
nine stations in the plant without any 
intervention by an operator or central 
dispatcher. Carrier containers are 
re ated automatically through the use 
of “electric fingers’ which “read” the 
arrangement of rings adjusted to con- 
trol positions on the exterior of the 
containers. While the container is on 
its way through the pneumatic tubes, 
the “fingers” pick up the numbers 
dialed on the rings, and flash them to 
a central electronic control station. 


ee tll | nm 


SELF-APPRAISAL PLAN 
FOR EMPLOYEES 


By WILLIAM B. HALL 

Vice-President, The Detroit Bank 

A plan of employee self-appraisal to 
supplement supervisory ratings was 
the subject presented by William B. 
Hall, vice-president of The Detroit 
Bank, Detroit, Mich., at the Personnel 
Conference of the American Manage- 
ment Association, New York, at the 
Palmer House, Chicago, earlier this 
year. 

Mr. Hall’s address was as follows: 

“For the past three years we have 
had in effect at The Detroit Bank a 
revised and unusually comprehensive 
performance rating plan, one of the 
features of which is a self-appraisal by 
each employee to supplement super- 
visory ratings. 

“One of the considerations that led 
us to adopt the program was the need 
to establish a favorable “climate” for 
management staff discussions on em- 
ployee performance. Whether it is at 
home or in the office, most of us try 
to avoid unpleasant discussions. We 
search for reasons to avoid or post- 
pone talking to people if it involves 
critical comment. Usually we wait 
until we have built up a head of steam 
to bolster our courage. The result is 
that what we say and the way we say 
it creates an unfavorable climate in 
which it is impossible to cultivate an 
understanding of human _ problems. 
Another consideration was the need 
for a continuing staff inventory. Our 
‘merchandise’ is the day-to-day per- 
formance of our staff. The quality of 
the merchandise is a direct reflection 
of the quality of the staff. Moreover, 
salary costs had increased consider- 
ably and there was every indication 
they would continue to do so. Still 
another factor was the desirability of 
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Tracer light photos reveal costly 
“doodles in the air’’. Tracer light photos 
are made with a single small light 

attached to each hand—sometimes - 
to equipment. They show how many 
motions are required to do a specific job— 
like turning out one set of business forms. 
American LITHOSTRIP Continuous Forms 
wipe out wasteful, costly ‘‘doodling” . . . elimi- 
nate six unnecessary, profit-eating moves in record keeping! 
Distribution and control are simplified and speeded. A SINGLE 
typing produces records for all departments . . . fast! 


R FREE COPY OF “TIME AND MOTION STUDY IN LIGHTS” 
1 AMERICAN LITHOFOLD CORP, 


500 Bittner Street + St. Louis 15, Missouri 


GET YOU 


Without obligation, SEND ME the new illustrated brochure J 
TIME AND MOTION STUDY, showing how we can eliminate ‘ 
“doodles"—save important time, work and money with ' 
LITHOSTRIP “PLANNED BUSINESS FORMS.” : 
r 
é 
ry 


Peer ee eee ee ee ee eee ee ees 


Copyright 1951, American Lithofold Corp, 
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measurement of any magazine is the depth and intensity of its readership . . . 
of the belief, respect and affection its readers have for it. And that depends upon the 
variety and authority of its editorial pages and their application to the particular needs 
of the readers for whom the magazine is edited. 


These are a Few of the Many Editorial Features of Recent Issues 
Directed to the Problems That Confront Office Executives. 


Singing Those Dictation Blues 


Training Employees for Careers 
by Ernest de la Ossa 


“Office of the Year” Award 


English for Report Writers 
by George Kerr 


Tools of the Office, Studies 


Setting Standards on Office Work 
by Paul B. Mulligan 


Summarizing NOMA’s Conference 
by Kimball Darby 


Office Music 
by Grace Buckley 


Mail Room Efficiency 

Orienting Employees to New Offices 
Lighting for the Office 

Ideas for Office Floor Space Economy 
Remodeling Program 


OFFICE MANAGEMENT AND EQUIPMENT is edited for top 
office management executives. It deals, editorially, with the 
problems that confront them daily. 


This magazine is tailored to the needs of the busy office executive. 
Its editorial pages are devoted to information and case histories 
concerning efficient office operation . . . relative to modernization, 


- 


Training Recruits for Office Work 
by Madeline S. Strony 


Seminar on Office Problems 


Office Efficiency Can be Taught 
by Robert A, Steffes 


What to Do With Government Notices 
Office Training Plan at Mutual life 
Handling the “‘Coffee Hour” 


Training for Productivity 
by James W. Quigg 


How to Maintain a Work 
Distribution Chart 


Establishing Standards for Office 
Space and Furniture 


Office—Factory Relations by Fred Rudge 


Punched Card Systems in the Modern 
Office by W. P. Livingston 


furniture, machines and equipment . . . to systems, personnel and 
purchasing. Brief, terse to the point. Always authoritative. 

It is tailored to the needs of the manufacturer who, as a part 
of his selling program, wants to reach this almost 99 99/100 
percent concentrated audience of prospects for his products. It is 
tailored to his needs because he can use it consistently with domi- 
nant space at only the fraction of the cost of more general media. 


MANUFACTURERS OF OFFICE EQUIPMENT AND SUPPLIES 
In discussing your advertising plans for the new year with your 
agency, ask them about OFFICE MANAGEMENT AND EQUIP- 
MENT. If, for any reason they are not familar with this maga- 
zine and its audience, ask us to send someone from our office 
to give them the complete story. 
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training management in staff direction 
and leadership. 

“Lastly, there was the problem of 
the supervisory group, which of ne- 
cessity has the primary responsibility 
of staff training. Reducing it to in- 
dividual application, the question was 
raised as to what was being done with 
each employee to give him a better 
understanding of his work, his re- 
sponsibilities, and» his opportunities. 

“Merit rating had been used in our 
bank for about 10 years. But the 
merit ratings were not reviewed with 
the employees in many instances al- 
though every form asked the question 
‘Has this been discussed with the 
employee?’ and in all cases this was 
answered in the affirmative. 


PROGRAM USEFUL FOR ALL 


“While designed for use in a bank 
with more than 1,000 employees, the 
program can be adapted for use in any 
size organization. It is recommended, 
however, only if the complete proce- 
dure is followed. The elimination of 
any of the four steps will definitely 
limit the plan’s value. Following is a 
more complete description of the pro- 
cedure and their advantages: 


“1. Employee self-appraisal; each em- 
ployee completes an appraisal of him- 
self, on a form provided for that pur- 
pose. Employee appraisals as a rule 
are remarkably correct. The best em- 
ployees tend, modestly, to underrate 
themselves. Problem employees may 
overrate themselves. 

“2. Two-way management appraisal; 
in this second step, the department or 
branch manager and the immediate 
supervisor independently prepare an 
appraisal on the employee. The two 
appraisals are then jointly reviewed 
to reconcile any major differences in 
the ratings, in preparation for the in- 
terview with the employee. 

“3. Three-way interview; under this 
third step an interview is arranged 
between the employee and the two 
management representatives. Each 
factor is discussed, and the method by 
which this is done will determine the 
success or failure of the interview. It 
must be constructive and factual, and 
include compliments for work well 
done as well as suggestions for work 
improvement where necessary. 

“4. Panel review; in this final step 
the department. or branch manager 
reviews all three appraisals with rep- 
resentatives of the operations, per- 


sonnel, and personnel administration I 


departments. During the panel re- 
view every available record affecting 
the employee is at hand. While the 
manager is discussing his appraisal, 
the panel members are reviewing the 
appraisals of his assistant and the em- 
ployee, and rating the rater. 

“At the conclusion, the panel, in co- 
operation with the manager, estab- 
lishes for the employee an _ over-all 
rating, ranging from one to seven. 
A rating of ‘one’ indicates he should 
be promoted immediately and ‘seven’ 

(Continued on page 36) 
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_ your desk is the heart of your 
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From your desk pumps a steady flow of paper that main- 
tains yous entire organization. If that flow should slacken or be 
temporarily halted, your business would falter somewhere—in 
sales, in purchasing, in shipping. For this reason you owe it to 
yourself to equip your office with the most efficient working tools 
available—Imperial office furniture. Imperial office furniture is 
built in a variety of styles and prices ranges . . . but all embody 
the famous Imperial features that make your work easier. Stop 
in today at your Imperial dealer—just see what he has to offer you. 


Send ten cents for Imperial’s 
Office Planning Guide — a 
complete kit with floor plans, 


Bay lara Ofe Hociony-. Anenppennenaall 
Lod) 


desk company 


cut-outs, and planning advice. EVANSVILLE 7, INDIANA 


Member 


PRINTED FORMS 


FOR YOUR 


ACCOUNTING 


MACHINE 


American Export Lines 
Annheuser-Busch 
Benjamin Moore & Co. 
Blue Bell, Inc. 

Castleton China, Inc. 
Childs 

Dan River 

Doeskin Products, inc. 
Ethyl Corporation 
Ethyl-Dow Chemical Co. 
Francis H. Leggett & Co. 
General Electric Co. 
Goldsmith Bros. 

Graybar Electric Company 
Hanover Fire Insurance Co. 


Holmes Electric Protective Co. 


Kuhn, Loeb & Co. 
Merrill, Lynch, Pierce, 
Fenner & Beane 
National Lead Co. 
National Shoes, Inc. 
Nestle LeMur Co., Inc. 
New York Herald Tribune 
New York Public Library 
Wome Electric Corp. 
Prentice Hall 
Radiomarine Corp. of America 
Recordak 
S. B. Penick 


‘Saks 34th St. Dep't, Store 


$. Schmermir Inc. 
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A few of the many 
firms that use our 
systOmatic products 


by ”- 


systOmatic 


ao eH 
T 


T 


QUESTION: Is there a reliable firm that specializes in 
the printing of ACCOUNTING MACHINE FORMS 
and can promise delivery this year? (It's taken for 
granted that the firm understands the need for absolute 
accuracy and has the ‘know-how’ to follow through on 
detailed specification). 


ANSWER: Yes! SYSTOMATIC BUSINESS FORMS is 
the firm that SPECIALIZES in printing accounting ma- 
chine forms and scores 100% on RELIABILITY, KNOW- 
HOW and ACCURACY. 


Just send us your forms for a quotation and delivery 
date required, specifing the machine used. We will 
answer your inquiry promptly in anticipation of adding 
your firm to our growing list of satisfied clients. 


P. S. If you are awaiting delivery of a new machine 
may we suggest that you contact us now on your re- 
quirements. 


WRITE for samples of our famous SEE- 
THRU* JOURNAL or any other type form 
that you use. 
* Trade mark. 


systQmatic business forms 
480 Canal St., New York 13, N. Y., CAnal 6-2242 
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FRIEDMAN, ALSCHULER & SINCERE, Architects 
HARPER RICHARDS, Designer 

ROBERT E. HATTIS, Consulting Engineer 
OWNER: Foote, Cone & Belding 


Toward the close of World War I, the Army Quarter- 
Master Corps built a warehouse at 155 E. Superior 
Street, Chicago. It was simply a rectangular brick shell 
enclosing six concrete floors with a full basement. And 
it remained little more than that for over 31 years. 


Then, last year, it was completely remodeled—to 
become the new home of the Chicago office of a large 
advertising agency. 

Fitting the building for its new role involved at least 
one very serious problem, that of providing proper 
temperature and humidity conditions the year around. 
Because not only outside space, but even central floor 
area, had to be partitioned into a series of private 
offices for agency personnel. And without courtyard or 
air shafts, the problem was even more difficult. 


The best solution was found in the advantages of 
Frigidaire central system air conditioning equipment. 
Without air conditioning, the interior offices could 
have been little more than hot, humid cells. 

But, of course, the air conditioning installation does 
far more than simply meet the original architectural 
problem. The draft-free supply of cool, dry air which it 
provides for the building, including most of the base- 
ment, enables the whole agency to function at top effi- 
ciency in even the hottest, muggiest weather. 

Then, too, this Frigidaire-powered system is not an 
ordinary one, and it offers certain advantages that many 
systems cannot give. 

The 200 tons of refrigeration needed are supplied by 
a battery of eight 25 h.p. Frigidaire compressors — each 
compressor coming into play as needed. Say, for example, 
that the need for air conditioning at a certain hour can 
be met by 25 tons of refrigeration. With one 25 h.p. 
compressor in operation, the capacity of the Frigidaire 
equipment in use is equal to the amount of conditioning 
required. This is in striking contrast to a system using 
two 100 h.p. compressors. For, with such a system, at 
least one 100 h.p. compressor must be in operation when 
any amount of cooling is required. This fact alone 
results in greater economy of operation with the 
Frigidaire-powered system. 


The economy is further heightened by the fact that 
all air conditioning is zoned—by floors and within each 
floor. If part of the agency personnel work overtime, 
the zones not in use can be shut off at a central control 
panel so that only a few of the compressors operate. 


Yet another advantage is the extra margin of security 
which results from the use of eight Frigidaire com- 
pressors. Servicing —if necessary—would remove only 
a small part of the total capacity instead of taking out 
all or a sizable portion of capacity as in the case of 
many systems. 


MODERN OFFICE BUILDING 


Frigidaire air conditioning plays vital role in the transformation 


Shown here is half of the refrigeration battery of eight 25 h.p. Frigidaire 
compressors. Located in the basement, their job is to chill a moving column 
of water to constant temperature. Pumped up to the building penthouse, the 
water is there circulated through coils which cool electronically filtered air. 


Ti 


th 


gl 


_—_— = = = = me 


| ie aw be: a My ce oe ae * == alent Fak — ia a > sie 
ey" a om #s oe ees i . ex Pe a, = Be) Rs il oe 
a , , : 
i Ss 
See =631-YEAR-OLD 6-STORY WAREHOUSE BECOMES 
i - +a We 
_— a 
ty 
& 7 = iol 3 ; 4 > ” “it ig 
? - A : ‘ ee f 
ita aoa i % ¥ ; eee Hh * 
: ae L , Vitale i , 
be = ’ y Y| ‘ 1} a 
1. SY a é yy, ati it {| 4 cl 
% : Pe a rs be t 2 os tea se : | C 
z Bae ; ; ; ¢ i Pe Jets ee : | ae i 
“« ae y ae eas a | . 
a es a 5 \ CoE es Bs in 
oe A "eee ; oS tee 
i a \i . * i 
ae dh aa i | MY } ii ge a 
: A iy 4 ‘i, ' 28 iz 
Pe \e4 
i= i Vs 
‘ = 4 q A, & 4 
ae aie i a 
a i eo . : 
“2B ; oe 
— ‘ Va | 
7 - | 
A, ¥ = ii 8 : : are ; i . % Bi: , ot b 
% 3 : ¥ oe a me : ‘ Lo 4 
aa 1 Ey p ibe: ' ri i.e : h " He 
* be 7 a we l ’ " of 7 
am ; fe ; 
be fea. = F diciscveaniiaaanaliiaaict at 
+." iit 
% s ee 
iat i we 
— | 
oe it Ba: 
Me 2 on 
F 4 : - ‘ 
oe 4 
er var Er 1 
es . i i 
; vee ) 
' Bains i 
4 ee en is ee 7 r 
Se ae J we Pe, 4 : 
a sos a : ie! t : Zz. a 
Sal | * ei c 
es, i >; tf i — ; 4 7 
Baal iy — 4.- gS ; ba be i 
ae . "a Pe ‘ . ia é ‘et i ier OF — ; 
. ie ee. 2 © \ ie Le _ ~ 4 
J is 4 , ari / cS . 2 igh oS 
> FH : ’ > ij ae | — ¥ = $ meg a on ie 
oe abe, mm — 
t f- ae + al 4 i ie ee 
aes me ‘ ; ate ie. . ae J o 4 , 
i a Pe ee — is s . 
“a ; : 5 _- a : — 
ees | 238 . a oa ae — Tae ge eee . a « a 
= fee pre. a. ——- a ee . i er =e a ee |. 


There’s absolutely no heating or cooling equipment to 
clutter the interior of any of the 147 private offices. 
Conditioned air enters through a small grill high on 
the wall, leaves through door louvers. For maximum 
insulation, all windows are double panes of fixed 
glass with a half inch of air space between them. 


Floor plan indicates how air conditioning has been 


zoned. Each zone has been further divided by locating ; ee tae | ¢ i ee 
within it two control points. These permit temperature ea § a he Se He : ee 
variation to suit individuals within the zone. Notice ee AA 
that virtually no floor space has been wasted. Thanks : eT ANT ay 
to air conditioning, every square foot of floor area : as — 
has been put to valuable use. ie | | a | 4 
ZONE 8 —_— 
oa e — 
a 
Patten 8s 
= ee Sa , he 
| ” sl er < 4 ; 
: 
| 
- 20NE $.- 
igidaire | ee 
column Air conditioning made possible the use of 
use, the basement space for this attractive lunchroom 
red air. which serves agency personnel. Air condition- 


ing also permits the basement to be safely used 
for central storage of office supplies and for the 
agency’s photostat room. 


A phone call will bring you detailed information on all Frigidaire 
Air Conditioning—on all Frigidaire Appliances for kitchen and 
laundry. Call your Frigidaire Dealer—or the Frigidaire Distributor 
or Factory Branch that serves your area. Look for the name in the 
Yellow Pages of your phone book. Or write Frigidaire Division of 
General Motors, Dayton 1, Ohio. In Canada, Leaside 12, Ontario. 


FRIGIDAIRE 


Air Conditioning 


Refrigerators * Food Freezers * Water Coolers 
Electric Ranges * Home Laundry Equipment «+ Electric Water Heaters 
Electric Dehumidifier * Kitchen Cabinets and Sinks 


ee 


on 


bi aiid 


ch — —- Ti a — i aA. \_ iT 4 >. Gee * i: oy : 
=e. “ = bi 2) oan “Ta Ue: aid — “3 > 1 te ia SA ” ae 
ey a i 7 : ; fae ip cas g ee ee vi S Bot ‘ene eg a, 
= -™ Pe 
i an _— er 
. 4 ee vale by he ibe pete sy 
ve othe ore é oe i pes 
ue se . eee . scien hd = “aes 
; nee ’ ; ne ie 
ee eg eer f F q . 
ae as a . : a ae ‘ a 
= 8 : ae aa ae. | ’ : ‘ 
= Brite 0. se . — a oe 
5} ¥ < A ae) — Ht es V4 ‘ j 
ae Spa “Ke ‘ ‘am oes — } age : >. 
i Ms oe Fs is | an oS £ 
i es ey a aie. : ~—6mdaaE 
“ae are ce: is - : 4 © eS i xd 
tone tee i : ‘ ec } 
ie a bc _ 4 ns — & Bs : 
ail a ny a4 be as £ 
. | eee » ae re me ee =; ae ‘ "4 ge q ; 
; ‘ if + 3 . “| : ee 
Fe ; : 2 a gee: % i. we 
4 Hh m. & a le — 
ee - : I 4 | 
ai. F ws 4 : eee 
‘ ee er a ) F m er F oe 
4, ; ; te ee ie ps, 4 : Bt 
ee : » Sere a a ; i. 
s ae eS Seen ‘ =e o 7 es _ 
Co Free ke : 4 ag 
‘ ee bee 5 ae 7 + ty 5 7 r 
: vee a5 ee = _ uae i te ”" 
. Cae we ci q a & = : . 
- d ms et 7 = : onal ~ 
po is E ei + 
omy i ae ahr ‘s q : a ‘ | 
; wae a A _ of be eee i 
“i o hae : aha . 
oe q > ra a P Pa . : 
He ae F : 7 ie , E iE) 
a a. LO 
a ome . LE ota, oe 
a ; E “3 0 oe a eee 
-. Pa E # us a "a wees ats : ; ii 
a 4 af : a 3 ed oe « 3i 
A] % a a 4 7 4 sy & 3 7h. & 
ef 2.9 al oo 4 ae so oe a 
Bt 6 as se Oe a a shee ® Me. eS) ee Re 
; 3 
= . a 
Me Boon) 
as = — EE ee ee ~ | 
4 
: | 
| € . . ie ee ie = : 
j a : geet ‘i 3 
"3 a aaa! ms | 
4 or LS ae awh ry | 
7 pen: : a — es : 
: ere oe 1m eee gh ua 
: Fe , ieee eS, REAP In 
‘4 le ls 5 “ Se a rT; er +“ Ms le p 
am e 3 Senet ole - ——e 4 , 7 é 
ay. i— pt ' : 
aa | 
| - — | <a 
‘ ctl —— ‘ 
; < et —a= & : : 
, : a al a : . tie, 
——— J ee | s. ce g 
~ a — : 4 woe age F ne q 
“oer ow. ee tag eas on F 
= ~ ee oa . : j 
7 —— j 
— 2 wes a ee £ uae E.’ a e a 
ina ar Pe cont aie. ? oo 2S ee! ‘ . oe 7 ae e & % y ae ‘ . wl 
ee ae € - ~~ ae ‘eae, ; ; I cl a = ms 
2 a ey “ae a thy a eee ae es, ee a 


MARGINALLY PUNCHED 


CONTINUOUS 
FORMS _ 


CARBON INTERLEAVED 
FOR ALL TABULATING, 
TELETYPE & ACCOUNTING 

MACHINES _ 


YOU CAN GET 


PROMPT DELIVERY! 


90 DAYS ON MOST ORDERS 


Qualified intelligent cooperation in 
producing your marginally punched 
lithographed continuous forms. Pre- 
cision-made for perfect results on all 
tabulating equipment. Satisfied na- 
tional users are our best recommend- 
ation. 


We also produce Snapsets on our 
exceptionally diversified equipment. 
Get in touch with Mr. Ruskin Watts 
for full information and samples. 


Write, Wire or Phone—Today! 
No Obligation 


ALFRED ALLEN WAITS CO., INC. 


218 William St., N. Y. 38, N. Y. 
Phone WOrth 2-6220 


Plants: New York City 
Newark, N. J. Belleville, N. J. 
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EMPLOYEE SELF-APPRAISAL 
(From page 33) 


denotes he probably should be _ re- 
placed. 

“In our research we had been told 
that employees would not want to 


| rate themselves, and if they did it, 


| the appraisals would not be factual. | 


| Our experience has shown this to be 


completely wrong,” Mr. Hall 


cluded. 


con- 


ACOUSTICAL BULLETIN 


The annual bulletin of the Acoustical 
Materials Association for 1951, which 
is recognized as an unbiased source 
of sound absorption data on various 
acoustical materials, is now ready for 
distribution, Wallace Waterfall, execu- 
tive secretary of the association, an- 
nounced last month. 

This bulletin is published periodical- 
ly so that up-to-date information on 
products manufactured by association 
members may be readily available. In- 
terim reports will be made from time 
to time as new materials are introduced 
and tested. 

According to Mr. Waterfall, the As- 
sociation’s Bulletin XIII will supersede 
all previous issues and is the most com- 
prehensive bulletin yet published by 
the association. Purpose of the bulletin 
is to furnish architects, builders and 
others with reliable technical data on 
sound absorption coefficients of acous- 
tical materials and with information on 
the uses of such materials. 

The Association plans to distribute 


| more than 28,000 copies, with approxi- 


mately 13,000 allocated to architects. 
The remaining copies will be available 
to members and other interested par- 
ties from the Acoustical Material Asso- 
ciation, Mr. Waterfall concluded. 


HEAVY DUTY 
ENVELOPES 


ENVELOPE CO. 


1 Envelope Terrace 
Worcester 4, Mass. 


Write today for Free Sample and Price List. 
Dept. +16. 


A new illustrated brochure, “Six in 
One”, outlining latest office procedures 
in automatic check-writing and check- 
signing, has been published by The 
Todd Co., Inc., Rochester, N. Y. Ac- 


| tual samples of the performance of the 


newest Protectograph check-writers 
and check-signers are included. Copies 
may be obtained without charge by 
writing the company, P.O. Box 910, 
Rechester 3, N. Y. 


= a 


MAGNETIC RECORDING INDUSTRIES 


30 BROAD STREET 
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MODERN "VOGUE", “5 


for everyday— 


LEZ for Christmas 


a 1 o-manic brochure... 
and 8 piece stand-up easel set. Write — 
for your reserved set and manual. | 


sier saies 
art steel sales corp.“ 4 new york 63n. y., u. S.a. | 
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WINDOW DISPLAYS 
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* aA Wotdnastr 7 e.mame brochure ... 


and 8 piece stand-up easel set. Write 
for your reserved set and manval. 


new york 63 n. y., U. S. a. 
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: AN a “Christmas business is 
_ yours for the taking... 
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_ THE ROTARIAN 


and adds beauty to the 
modern desk, a perfect unit. 
ail a \e “eee 
the modern efficient 3 | ae $495 
functionals for the office .. — = : 
they’re sensational . ? 7 


they’re low priced 


Pe": —— mi _—*THE GLIDO ROLL- 
ete 2 —_ | TOP STATIONERY 


‘5 PERSONAL FILE , | rhe meet bose 

' ag pp : w 7 Stationery Cabinet in Amer- 
Beauty and function joined \ 7 4 5 

yy together to produce the most ma = eae 1; ice 'n plastic onda a 

outstanding modern Personal ‘ i || functional ee 

File made of plastic and xX eS a curiae ign by 
steel — it’s beautiful — \ Sw: _ FUTURA. Bleck 

Original Design by FUTURA. oar - plastic — Grey $25 
Black plastic — = = bi . 


hewn. . = $6% 


‘ C a ™ a fore’ 
oak THE TELE-MEMO 


g UNIT 
THE GLIDO ROLL- a= oe 
TOP CARD CABINET Ww elende,” (oat eee 


The most functionable at cea ‘cee greed 
top card cabinet for 3x5 ’ é i Inde “poste 
cards. In plastic and steel— if eget <r . ie oe 
color plastic — 
steel ) 
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THE GLIDO ROLL- 
TOP STATIONERY 
CABINET 


The most beautiful roll-top. ; e! 
Stationery Cabinet in Amer . “ag 1 : 
ica. In plastic and steel—for er THE FUTURA 3 
Tein cciginet Desrge b9 PERSONAL FILE 


control—Original Design by 
FUTURA. Black Me ‘Besuty and function joined 


plastic — Grey $925 : tousther SalEEne ta the mest” 
steel housing. 
ier 7 Presents fie ede Br piovig nae 


A New Exciting Decor... 595 
e s _— 
The Office Equipment of 
tomorrow—the warmth 
sweep and modernity of 
plastic joined to durable 
GL-46 5 —— steel... to bring you to- 


THE GLIDO ROLL- — morrow’s office... today! 
TOP CARD CABINET | 


The most functionable roll. | 

top card cabinet for 3x5 | 

cards. In plastic and steel— 

Fingertip operation — Origi- 

nal Design by FUTURA. Black 

plastic, Grey steel THE TELE-MEMO UNIT. 


“hdd $ 5 95 5 ; 7 , Bi ; The 6-way Unit—Perpetual Calendar, 


GL-46 (4x6 _ $7.50 


functionals for 
office ease! 


» For everyday 
and Xmas, too 
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— oS ae S Building: FOOTE, CONE & BELDING—Chicago 
— Designer: Harper Richards 

Architect: Friedman, Alchuler & Sincere 

General Contractor: E. H. Marhoefer Co. 

Acoustical Contractor, General Acoustics Co. 
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Design for QUIET 
and BEAUTY 


Fire safety and unusually high acoustical 
efficiency . . . soft, uniform light diffusion 
from the rich, attractive finish .. . all 
designed to add smart, decorative beauty 
to the modern office . . . all yours in one 
package with a Fiberglas* Textured Acousti- 
cal Tile Ceiling. 

For complete specification information on 
Fiberglas Acoustical Tile—the lowest cost 
mineral-type incombustible acoustical ma- 
terial available—call your Fiberglas acousti- 
cal contractor, listed in the yellow pages of 
the phone book. Or, write to Owens-Corning 
Fiberglas Corporation, Dept. g9-J, Toledo 
1, Ohio. 


OWENS-CORNING 


FIBERGLAS 


*FIBERGLAS is the trade-mark (Reg. U.S. Pat. 
Off.) of Owens-Corning Fiberglas Corporation for 
a variety of products made of or with glass fibers. 


©@ BUILDING INSULATION @ ROOF INSULATION 
@ ACOUSTICAL TILE © FORM BOARD 
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The clatter of office machines can scarcely be heard in the women’s work area because of Goodall sound- 
absorbing Casements. Voices and ringing telephones are muffled, too...a boon to efficiency. 


“softened sunlight” 
through Goodall Casements in Mutual's Per- 
sonnel Dept. This makes record-keeping easier. 


Economy starts right at the top at Farm 
beautiful Goodall 
Casements in the Board of Directors Room. 


Writes Carl R. Frye, Director 
Farm Bureau Mutual 
Real Estate and Development Dept. 


“I am glad to report everyone is 
pleased with our decision to use 
casements. We have received many 
compliments, from our staff and 
employees as well as visitors, both 
from the standpoint of decorative 
effect and practicability.” 


Here’s why you'll want 
to specify Goodall Casements, too 


You save on upkeep—No expensive 
dustings . . . no expensive cleaning 
equipment needed because Good- 
all Mohair Casements actually re- 
pel dust and dirt . . . rarely need 
washing. And, when necessary, they 
can be done quickly and inexpen- 
sively. Too, they reduce replace- 
ment costs because of amazing 
durability . . . and because they're 
put through multiple processes to 
minimize shrinkage . . . and they 
won’t stretch or sag. 


You help control temperature — 
Highly reflective . . . Goodall Case- 
ments bounce back the sun’s hot 
visible and infra-red rays. This 
eases the load on air-conditioning 
systems... aids in keeping non-air- 
conditioned rooms cooler. 


© 1951, Goodall Fabrics, Inc. (Subsidiary, Goodall-Sanford, Inc. Sole Makers of World-Famous PALM BEACH* Cloth) 
GOODALL FABRICS, INC. - NEW YORK * BOSTON + CHICAGO «+ DETROIT + 


OFFICE MANAGEMENT AND EQUIPMENT 
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apes 


ments in the President’s office. 


. FARM BUREAU MUTUAL 


Automobile Insurance Company 


“OFFICE of the YEAR" AWARD WINNER 
CHOOSES GOODALL MOHAIR’ CASEMENTS 


You cut distracting noise—Goodall 
Casements absorb sound .. . are far 
superior acoustically to hard, flat 
surfaces. 


You get more for your decorating 
dollar—Goodall Casements are 
known for their superlative designs, 
colors, and textures. Weights vary 
from sheer to opaque to suit your 
taste and needs. And Goodall Mo- 
hair Casements are so decorative, 
you need only a minimum of other 
accessories! 

Yes, Goodall Mohair Casements 
are superior in every respect! Deco- 
rate this smart, lasting, low-cost way 
and enjoy the investment for many 
years. 
tVariable blend of mohair, cotton, and rayon 


Write today for free casement 
samples. Please state, if possible, type 
of building or installation for which 
casements are planned. Address: Case- 
ment Dept., Goodall Fabrics, Inc., 525 
Madison Ave., New York 22, N. Y. 
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. «+ to attract the talented and ambitious 


Office industrial democracy 


OCTOBER, 1951 : 


RELUCTANCE of office employees in general to join labor unions continues to 
puzzle labor leaders, as well as others having professional or political interest in 
organized labor—such as Secretary of Labor Maurice J. Tobin. 

Mr. Tobin recently told an AFL retail clerks’ convention that it would be 
good for office employees and good for the country if unions renewed their drive 
to organize office workers, to help do away with what he called a gap averaging 
$15 a week between their pay and that of organized factory employees. Since 
1939, he told his audience, industrial wages have gone up by 170 percent as 
against gg percent for the pay of clerical and professional workers. 

Snobbishness on the part of many white-collar workers, Mr. Tobin said, kept 
them from joining unions. They feel that trade unions are for factory workers 
only—people they consider below them in the social scale. 

With all due respect to the Secretary, we do not think he has gone deeply 
enough into the cause of the weakness of organized labor in the office field. The 
real reason why unions have not penetrated very far into the office is that they 
foster a distinction between labor and management which has always been foreign 
to the office. 

When labor leaders talk of industrial democracy, they overlook the fact that 
there is more of that in the office than anywhere else. Office management long 
ago recognized that the raising of barriers between supervisors and supervised, 
or the obstruction of able men and women in their desire to rise to the top, is 
destructive of that organizational flexibility on which efficiency depends. The 
“office boy to president” tradition was born in the office, not the factory, and it 
still survives there to attract the talented and ambitious, who rebel at the idea of 
being frozen into a job classification with the untalented and the unambitious, 
as is the union way. 

However, the office, which benefits so greatly from this survival of individ- 
ualism in a regimented age, cannot risk wilting it by ignoring discrepancies of 
pay such as Mr. Tobin makes much of! 
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“WAY TO PEACE” 


Main entrance lobby 
United Nations Secretariat Offices, New York 
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1951 


“Office of the Year” 


Awards 


Section 


IN the twenty-five pages following are six illustrated 
feature articles designed to give readers information on 
the design and layout of the offices honored in the 1951 
“Office of the Year” Awards of Office Management and 
Equipment. The plaques for the Awards and for 
Honorable Mention, and citations for the architects 
will be presented at a luncheon given by this magazine 
at the Waldorf Astoria in New York on October 22nd. 

The annual “Office of the Year’’ Awards, established 


by Office Management and Equipment to help stimu- 
late increased interest in raising the standards of the 
office, are based on a poll taken nationally by this 
magazine among members of the American Institute 
of Architects, American Institute of Decorators, and 
Association of Consulting Management Engineers 
known for their special interest in the office. 


AWARD WINNERS . 


For offices employing more than 500 persons 
United Nations Secretariat Offices, New York 
(Architects: Harrison & Abramovitz) 


For offices employing less than 500 persons 
Offices of Foote, Cone & Belding, Chicago 
(Architects: Friedman, Alschuler & Sincere, with Harper Richards) 


HONORABLE MENTION 


For offices employing more than 500 persons 


Offices of Dun & Bradstreet, Inc., New York 
(Architects: Reinhard, Hofmeister & Walquist) 


Offices of Farm Bureau Insurance Companies, Columbus, Ohio 
(Architects: Benham, Richards & Armstrong) 


For offices employing less than 500 persons 
Offices of First National Bank & Trust Co. of Tulsa 
(Architects: Carson & Lundin) 


Offices of Northwestern Mutual Fire Association, Los Angeles 
(Architect: Richard J. Neutra) 


OCTOBER, 1951 


OFFICE MANAGEMENT AND EQUIPMENT 45 


LS a 


eal ‘ : 5  _- Soy 4 Ee “te a —. a a al ce. - —/ moe a te ae a a 
* é y e § ; ’ — i: i‘ f io ” ' 
j <i 
rd 4 YUNG | 
4 - " apy 5 
; = ‘ a , — 
- V4) NY a a 
| ’ PY | A | . } | . , ’ | 
7 yee SMA \ / 7 | 
ae “ ~ PD i / ‘ft 
- id ™ Fi ' 
: Po \ ms i: a mn ee 
* \ - , 4 am 
. y OFFICES OS THS YEAR _* %. 
ee ee 
e 
; -_ 
a | | 
q a 
Fa é 
& ee | 
a Fe ee : 
7 a e. ie, ; ae oy - } am 2 ie ‘ 


e heard 2 


for offices employing 
more than 500 persons 


“THE WORKSHOP FOR WORLD PEACE,” as the 
new United Nations Secretariat Building in New 
York has been called, is well equipped for the im- 
mense tasks for which it was designed. 

Within this forty-two story structure, winner of 
the 1951 “Office of the Year’? Award in the classifi- 
cation of offices having more than 500 employees, is 
handled perhaps more paper work than has ever been 
processed for one organization in one building. Here 
are handled the daily behind-the-scenes office routines 
that shape events which reach to all corners of the 
earth. It is fitting, therefore, that the design, archi- 
tecture, and construction of these modern skyscraper 
offices have an international flavor. 

Wallace K. Harrison, of Harrison & Abramovitz, 
New York architects, who guided the design and 
development of the project, had the cooperation of 
expert consultants from many UN countries. Restrict- 
ing this body, however, were a number of functional 
considerations. 
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Left: an impressive night view of the UN Secretariat Building. Right, top: a view 
of the ventilator and window details; and the glass-enclosed escalator well 


UN OFFICES have 


On a narrow site totaling up eighteen acres for the 
entire UN area, space had to be gained by height. 
Yet, if more than one tall building were put up, 
natural light would be shut off and _ time-wasting 
lateral travel would be necessary. In view of this, 
it was decided that a tall, narrow building giving 
outside office space to the maximum number of people 
would serve best. 

Actual construction of the $22,000,000 Headquar- 
ters that now houses some 3,400 staff members was 
begun in September, 1948. By July, 1950, workmen 
were adding the finishing touches and the following 
month a vanguard of 700 employees moved into the 
lower floors. Now, with thirty-nine stories above 
ground and three basements, the building has expan- 
sion facilities for more than 4,000 workers. 

Aluminum, glass, and marble were used exclusively 
on the exterior facings of the structure, which stands 
at First Avenue and 42nd Street. The wide east-west 
facades rise 544 feet above street level, and their blue- 
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Trygve Lie, United Nations Secretary General, in his private office 


marked functional features 


green glass surfaces, unbroken by conventional set- 
backs, present an over-all grid pattern. The window- 
less north-south ends of the building are faced with 
2,000 tons of Vermont marble. These narrow (72- 
foot) white shafts give a monumental aspect to the 
otherwise completely functional building. 

Within the building, sunlight will have little effect 
on the temperature of the 889,000 square feet (or 
twenty acres) of office space, restaurants, departmen- 
tal conference rooms, and corridors. The glass in the 
5,400 aluminum-framed windows is especially de- 
signed to absorb the heat and reduce solar radiation. 
This, coupled with 4,009 individually controlled 
under-the-window air conditioning units, provides 
for ideal working conditions. A 12-degree tempera- 
ture variation permits workers from more than sixty 
countries to “tune in” on the special “weather” they 
desire. 

Every four feet of wall space has a window, and 
the movable steel partitions which attach to brackets 
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between the windows can be shifted quickly and 
easily. Ducts under the floors provide telephone, 
electric, and signaling connections at 6-foot intervals. 
As a final touch, the fluorescent lighting fixtures over- 
head can each be moved one foot in any direction 
to accommodate shifting of desks and chairs. 

An integrated system of electric conveyors or dumb- 
waiters, coupled with pneumatic tubes operating from 
a central distribution point, speeds the handling of 
official records, documents, and mail to all parts of 
the building. 

There are eighteen passenger elevators in the build- 
ing, all scheduled and coordinated by an electronic 
control system. This automatically regulates service 
to fit the changing traffic pattern at different hours of 
the day or night. A human dispatcher sets the dial 
for the expected traffic flow and the “autocronic” 
system does the rest. Thus, even when a worker is 
caught in the evening rush hour, seldom does he 
have to wait more than a minute for a car. If down 
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View of the conference room adjoining the Secretary-General’s office 


cars, loaded to capacity on higher floors, pass him by 
for more than sixty seconds after he signals, a “for- 
gotten-man pickup” relay clicks into place and the 
next up car stops for him. 

Supplementing elevators on the lower floors are 
eight bronze escalators which afford easy access be- 
tween the Secretariat offices and the Meeting Hall 
area and Assembly area, companion structures sched- 
uled for completion by the late summer of 1952. 
(Plans for a building to accommodate delegation 
offices and some specialized agencies are under dis- 
cussion and will be considered at the sixth regular 
session of the General Assembly, which opens in 
Paris, November 6th. 

Interior furnishings of the building were planned 
with equal care. Some months before its completion, 


Office of the President of the General Assembly 
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the contractors set up a suite of model offices, fully 
furnished and equipped, on the eighth floor to obtain 
the reactions of top UN officials to proposed color 
and design. 

These model executive and secretarial offices also 
gave UN office personnel, then at Lake Success, a 
realistic view of their future working quarters. 

As a result of this preview and the opinions ex- 
pressed, the architects decided on blue doors, rather 
than the grey used in the model suite. The color 
contrasts effectively with corridor and office walls. 
The former are grey on some floors, terra cotta or 
yellow on others; the latter are, for the most part, 
grey. In many suites, however, a blue-walled office 
varies the color theme and blends with the doors. 

One of the most interesting suites is that of Secre- 
tary General Trygve Lie, on the thirty-eighth floor. 
It has, besides an office, a complete apartment of liv- 
ing room, dining room, bedroom, bath, and kitchen 
—and a magnificent view. 

A fully equipped first aid station with X-ray facil- 
ities, examination room, medical staff, and registered 
nurse, is located on the fifth floor. Cafeteria and 
restaurants are all situated on the roof of the Meeting 
Hall area. 

A big rotating index card file stands between the 
desks of the multi-lingual lobby receptionists. It con- 
tains the names of all personnel, their departments, 
and other data that help find staff members quickly. 

In keeping with the international character of the 
organization, the United Nations selected certain ma- 
terials from many lands. Limestone for the facings on 
the Assembly Hall and Conference area came from 
Great Britain, marble from Italy, carpets, office furni- 
ture, and library shelving from France, carpets from 
Scotland and England, chairs from Greece and Czecho- 
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An office of the General Accounts Section 


slovakia, tables and fabrics from The Netherlands, 
tables from Switzerland, and various woods for interior 
finishings from the Philippines, Cuba, Guatemala, the 
Belgian Congo, Norway, Belgium, and Canada. 

In addition, many governments have made gifts. 
Norway, Sweden, and Denmark have contributed in- 
terior designs and some furnishings for the Security 
Council Chamber, Economic and Social Chamber, and 
the Trusteeship Council Chamber. Many other gov- 
ernments are still arranging for donations. 

A U.N. Board of Art Advisors was established to 
insure that all gifts conform to the general design of 
the buildings and to plans for landscaping and plant- 
ing of the open area. No gifts were accepted that 
could be interpreted as having commercial significance 
or advertising value to the donor. 


Central switchboard handles all UN calls 
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Among the Suppliers (Data from UN) 


Floor covering and acoustic ceiling, Johns-Manville 
Corp., New York. 

Movable Partitions, E. F. Hauserman Co., Cleveland, O. 

Lighting Fixtures, Globe Lighting Products, Inc., Brook- 
lyn, and Edward F. Caldwell & Co., Inc., New York. 

Dumbwaiter, Elevator Supplies Co., Inc., New York. 

Pneumatic Tubes, Airmatic Systems, Inc., New York. 

Conveyors, Snead & Co., Orange, Va. 

Elevators and Escalators, Otis Elevator Co., New York. 

Business Machines and Clocks, International Business 
Machines Corp., New York. 

Postage meters, Folding machine, Tickometer counting 
machine, Pitney-Bowes, Inc., Stamford, Conn. 

Chairs, Cramer Posture Chair Co., Kansas City, Mo. 

Dictating Machines, Dictaphone Corp., New York. 

Air Conditioning, Carrier Corp., Syracuse, N. Y., in- 
stalled by Almirall & Co., Inc., New York, and Anemostat 
Corp. of America, New York. 


A departmental library 
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Photos by Carl Ullrich, Inc., Chicago 


Before (left) and after (top left) remodeling. 


Right: reception room 


FOOTE, CONE & BELDING 


FOR SEVERAL YEARS, Foote, Cone & Belding, 
Chicago advertising agency, had been rapidly expand- 
ing and just as rapidly outgrowing its office space. 
After leasing all the space allowable in the swank 
Palmolive Building on upper Michigan Avenue, they 
leased space in two additional buildings in the imme- 
diate vicinity. However, the disadvantages of such an 
arrangement soon became obvious and the company 
began an intensive search for a building that would 
house the entire staff. 

Finally, a six-story building was found at 155 East 
Superior. It was owned and occupied by the Sargent 
Co., manufacturers of chemical instruments, and to 
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for offices employing less than 500 persons 


whom the “magnificent mile’ location meant nothing. 
The building, of sturdy brick construction, at that 
time was nothing more than storage space with acres 
of open areas between hundreds of structural pillars. 

Foote, Cone & Belding promptly leased it and then 
engaged the architectural firm of Friedman, Alschuler & 
Sincere, and Harper Richards, Chicago architectural 
and interior designer, to remodel the building both 
inside and out. Company policy specified that all of 
the two hundred private executive offices were to be 
of the same size—no large, impressive offices for the 
top executives, with “holes-in-the-wall” for the juniors! 
In addition there was to be no obvious front or back 
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Left: View of general offices; top right: executive conference room; and one of many distinctive offices 


OFFICES—inspired remodeling! 


to the floors; both areas were to be treated exactly 
alike from the standpoint of attractiveness and com- 
fort. There must also be conference rooms on each 
floor open to everyone who had four or more callers 
at one time. 

One of the architects’ first problems was to simplify 
the outmoded facade and to create a pleasing entrance. 
To accomplish this, an extra fire escape was torn down, 
the old cornice removed, the brick columns straight- 
ened, and a new covering put over the band mold. 

The installation of an air-conditioning system made 
it possible to replace the old-fashioned double-hung 
windows with single sheets of Thermopane glass which 
made the exterior far more modern and attractive. 
The building was then steam-cleaned and the gray 
stone trim painted. The entrance was constructed 
of limestone and dark burgundy granite. The re- 
volving glass door was set in panels of bronze. 
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Especially interesting is the layout of the floors, 
which was the result of an intensive survey of the 
various departments and their relation to the com- 
plete operation. The amount of traffic flow was a 
determining factor in locating the space buyers on 
the first floor, as they had more callers than those in 
other departments. The research department, with 
heavy inter-office traffic, was consigned to the second 
floor, and the bookkeeping and auditing departments, 
the core of the business, were placed in the middle 
or third floor. The account executives are on the 
fourth floor; art and production, on the sixth, which, 
being the top floor, affords the best light. In between 
and near both, on the fifth floor, is the copy depart- 
ment. 

Conference rooms large enough to seat twelve per- 
sons are situated on each floor except the third. On 
the account executives’ floor there is an additional 
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Section of general offices at Foote, Cone & Belding 


conference room large enough to accommodate twenty 
persons. For larger groups, there is a first floor audi- 
torium, large enough to seat two hundred. The audi- 
torium can also be broken into three separate rooms 
by means of folding doors. Each of the three sections 
contains an individual screen and speaker outlet. 

The basement houses a smartly decorated coffee 
shop (open to employees all day for snacks), the air- 
conditioning conveyors, and a furniture workshop 
where all office furnishings were refinished. 

Interesting, too, is the fact that in order to secure 
a feeling of continuity throughout the building with- 
out sacrificing the preferences of everyone involved, 
a color plan of six colors and six drapery fabrics was 
worked out by Mr. Richards. There were four basic 
colors for walls—a light and dark greyed brown, and a 
light and dark green. Accent colors were yellow and 
terra cotta. These were shown along with the drapery 
fabrics to every one of the g00 occupants of the 
private offices so that each had the privilege of choos- 
ing his own colors and fabrics. These same colors, in 
various combinations, are repeated throughout the 
general offices, reception rooms, conference rooms, rest 
rooms, and corridors. 

Panels attractively designed to separate general office 
areas from corridors and at the same time absorb noise 
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and allow ventilation were installed on three floors of 
the redesigned building. The unusual panels, or 
blinds, were designed by Mr. Richards to combine 
utility with beauty economically. One artistic aim of 
the design is to create a feeling of framing. 


The design, also used in single units to shield en- 
trances to rest rooms, is so flexible that it may have 
applications in various types of offices. 

Custom-built, the panels were ready to install on 
delivery. They are 6 feet wide and their tops are 5 
feet 8 inches from the floor. Solid brass poles reaching 
from floor to ceiling are supports of the panels, which 
are efficiently suspended 11 inches from the floor. 

Covering the pine studs, which extend g inches from 
the perimeter silver walnut framing, are panels on both 
the general office and the corridor sides. Between the 
panels is insulating material. 

Pine edging of the blinds was painted light brown, 
while a darker hue of that color was used for the hard- 
board panels, thus accentuating the framing motif. 

For use in all private offices and conference rooms, 
a light chair of sturdy construction was especially 
made. These chairs are covered in grospoint, a long- 
wearing fabric. 

Since the offices are not strictly office-like in appear- 
ance, the obvious conference table and desk were 
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avoided. In their place a special small (5-foot) desk 
was designed for Foote, Cone & Belding executives. 
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Right: Auditorium and stage 


en- Below: Art is at home here 


— Lower right: A corridor vista 
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The offices of 


Dun & Bradstreet, Inc. 


Honoratlle Mention 


for offices employing more than 500 persons 


TO CONSOLIDATE OFFICES that were scattered 
throughout a number of New York buildings, Dun 
& Bradstreet, internationally known agency for credit 
information and other business data, has located its 
entire home office within a single structure. A giant 
in a city of giant buildings, the new structure is the 
largest to be erected in the downtown section of 
Manhattan in many years. Of its ten office floors, the 
company occupies seven. The eleven-story building 
has a “net-usable” floor area of 300,000 square feet. 
There are two sub-basements. 

Under the guidance of New York architects Rein- 
hard, Hofmeister & Walquist, a number of unique 
features have been incorporated to care for the spe- 
cific needs of this firm. To handle Dun & Bradstreet’s 
hundreds of pounds of daily mail and to speed floor 
to floor delivery of file material, supplies, and other 
miscellaneous items, a vertical conveyor has been 
installed. Material is placed in a box-like container 
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Credit reporters enjoy spacious offices 


which is then positioned in a specially fitted opening 
in the wall. A wall-mounted dial indicator is set for 
the desired floor and the container is automatically 
picked up by the conveyor, carried to the selected 
floor, and automatically unloaded. 

The temperature in private offices can be controlled 
independently by occupants. The more than 450 win- 
dow air-conditioning units have dials which can be set 
‘ndividually for the temperature desired without dis- 
turbing that of neighboring offices. The system is con- 
trolled so that even at night, after the main plant that 
supplies both air and water to the conditioning units is 
shut down, individual stations can be operated by a 
mere turn of the switch within the room. 

Fluorescent lighting fixtures are recessed in the 
ceiling in a system similar to the one used in the 
United Nations Secretariat Building. The lighting 
will provide maximum intensity to those persons 
working farthest from the windows. The g-foot ceil- 


OCTOBER, 1951 


ad i, as @. 7 Bie: Sas: ie ee Ds oe SOR. oe Rebelo 
<a as : 
F = / i 4 , . 
a 
rm. 
eG 
a ae 
: a a 
’ n 
ae # ee 
fe ie 
i o- & be 
a * ee 
er ‘ 
Ta =, = 
ie ¥ 
See 
j ae ee 
Sa 
he: 
2 . 5 2 
ca ey 
i fice of the Yea 
y 4 a F 
by @ 
*: ie } 
Le ae: ‘ 
.. 
“e aa 
cot) a 
et 
= ere 
oo). 5 es 
oa eS 
—. - bee 
—_— § | 
ce oi 
ee 
Se * 
aa 
ts i 
| a cei ave 2 0 haa as OLS ee ara : ae : 
7 i —. —-e 7 R x a re sae gee On Babe So Set Ps on Shs iy ae Sees 
a: ; Sages tae A Jeet pane: ioe ae te * — es. * oe —- a. 
; a ee 3 eae Bo, ie 3 a Re <eguaahiige ge 
t : Bee ae hen a Ee. 2 Cotaceene ee RT ne lll é Meer Ae 
% B : +s = BS hie ie ii ; oe ae BB eis 5 a cd a oo. io oe eh ee 
- : bis ie : fata a Bs 8 Sa bia ae: ie te ee a 
; : pets oe Sa a ei Feige wa ee tee ay a ay a 
ae ig er | Pere CO de mo i Be ” Pe ase i 5 , 
ae roe ds ae _ a oe P aie? e : ' i - 
i a an : = oe : “ ; Pree ee asin tna ES: Tam 
Bes, e. = ; —, a ee 
ae > ; P f ¢ . . - : 2: he ae i 
Bey ie ees 1 |S ae ai 4 a “18 ae ; Pe es 
— | | |_| io ib Bel - x gg} | a -_ 
eee es os SS ster eacat be iia ea sa a >. oe 4 oe 
So oat ii - lint vegies % ¥ Sy __ a ae ‘elem 
a ~ ; es ' pea Au Bes toe tae Co ee ’ Ss a r. ~ 
c , < > & - New r . . i pe yes : ‘ am 
: , wen Sh. - ¢ —— ~ otent ak. ian ee sy 
1 ~ “<i ‘ oP uy . ae i - : ara) ° eae ey 
4 oS ane - Ro ” - 2 a wd! w _ 4 'y ™ rs cK Spas : 
" ae t # : 7 re ” ne : ; 5 -< ve 4 ee a - 4 a vo bs e ‘ 
eh fib queers ~ a2. —_— __™~ -» - Fae 
’ as . te az at <1 Fe ‘a ‘ A : _— , oa = 
— <- , aa - ~~ «fo — 
. a ere a 9 6 Sew yw az ~ F 
= = aa ie + a : . ae ae ere. Ase -\ AD 
aa sana 3. ee a ey —  ——_a a iii = 
ae. ee dUhUlmlM 
Sib ae ay > “a mi =a oat a & ee Cane at aed ot: a Bcf are : ‘ rc is 
: be | . : Be Rr ase Yea 2 a ee eae —. 2), rr i ” 
Sa eal ae CE ee i — ce a i 
: rt 2 ; 5 - ma i  . jae ; =a Pd 
_—- | . 
a 
“ } a ' . + Z ; P 
a Se ih | . FR, =e eee rl Sl a eat 
ae 7 7 E ; ao 
-_—>  . oe “= 


eee SS - a 


ae es ee we 
ee ee es 


a 


The Dun & Bradstreet escalators 


View of library 
Special conveying equipment speeds inquiry servicing 
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A view of the dispensary 


ings are acoustically treated in all work areas with 
“pan” type material, consisting of metal squares with 
small perforations over the surface. 

Running beneath the floor is a network of ducts 
for electrical and telephone wires. Arrangement of 
these ducts permits outlets at almost any desk loca- 
tion and eliminates any exposed wiring or metal 
molding on floor surfaces. 

The core of the building—stairways, elevators, wash- 
rooms—divides floor space into separate work areas. 
These areas have been flexibly laid out by means of 
movable steel partitions, creating private offices and 
departments that can be easily reassembled in other 
combinations when desired. 


In Dun & Bradstreet’s sparkling cafeteria 
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Six high-speed elevators equipped with automatic 
supervisory controls maintain rapid service to all 
floors during peak and normal periods. Time sched- 
uling is so controlled that no one has to wait more 
than thirty seconds for a car. 

Augmenting the elevators is a battery of moving 
stairways connecting all floors, from the first basement 
to the fifth floor. In the morning, when employees 
are streaming into the offices, all escalators can be 
made to run up for the convenience of the 1,200 per- 
sons employed on floors two, three, four, and five. At 
closing time, these same stairways can be reversed so 
that all run down. 

Exterior of the building is of limestone, free of 
embellishment or ornamentation. Under the sidewalk 
around the building is a radiant heating system to 
clear away snow and ice in the winter for the safety 
of employees and visitors. 


Among the Suppliers 
(Data from Dun & Bradstreet) 


Elevators and escalators, Westinghouse Electric Corp., 
Pittsburgh, Pa. 

Aluminum windows, Adams & Westlake, Elkhart, Ind. 

Window glass, Pittsburgh Plate Glass Co., Pittsburgh, 
Pa. 

Asphalt Tile, David E. Kennedy Co., Brooklyn, N. Y., 
and B. F. Goodrich Co., Akron, Ohio. 

Elevator doors and cabs, W. S. Tyler Mfg. Co., Cleve- 
land, Ohio. 

Air conditioning, Worthington Pump & Machine Co., 
Harrison, N. J. 

Stee] Partitions, The Mills Co., Cleveland, Ohio. 

Conveyors, Lamson Co., Syracuse, N. Y. 

Dictating Equipment, Ediphone Div., Thomas A. Edison 
Co, and Dictaphone Corp.—both of New York. 

Visible Record equipment, Rol-Dex, product of Watson 
Mfg. Co., Jamestown, N. Y. 


Cushman & Wakefield, Inc., New York, are renting agents 
for the building. 
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Subscriber inquiries get fast service from this telephone reception center. High-speed conveyor 
(carried on structure between two rows of telephone girls) is link 
between records and reception center 
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The Offices of 


The Farm Bureau Insurance 
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WHEN a small group of Ohio farmers got together 
in the spring of 1926 and organized the Farm Bureau 
Mutual Automobile Insurance Company, they had no 
visions of this company ever becoming the third 
largest mutual insurer of automobiles in the United 
States. 

They went into business with only $10,000 and 
but two convictions: Because they drove their cars 
less and on relatively safer roads than city folk they felt 


Companies 


for offices employing 
more than 500 persons 


they were entitled to lower insurance rates; and they 
believed that they could get those rates if they insured 
themselves. 

How much success could be based on these ideas 
was demonstrated this past spring, in the organiza- 
tion’s twenty-fifth anniversary year, as the Farm Bu- 
reau Insurance Companies (now fire, life, and auto) 
dedicated their new $5,000,000 home office building 
in Columbus, Ohio. 


Farm Bureau offices are arranged to provide most efficient working conditions. 
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The Columbus public is proud of this new build- 
ing, standing bright and clean at the corner of Chest- 
nut and High Streets, nine stories of reinforced con- 
crete, polished granite, and Indiana limestone. 

Directors for the three insurance companies, of 
course, meant the new building to be an object of 
civic pride. But of special concern to them was that 
it be “custom-tailored” to the demands of the insur- 
ance business—specifically, to the needs of the Farm 
Bureau insurance business. 

The tailoring began in 1946 when the companies 
created their own real estate and development de- 
partment. Insistent that the design and layout of the 
proposed building be an “inside job,” the directors 
gave this department the responsibility, first, of cata- 
loguing the requirements of operating departments, 
then planning a functional building to meet them. 

Once an inventory of needs was drawn up, repre- 
sentatives of the companies, together with Benham, 
Richards, and Armstrong, Columbus architects, toured 
the country, seeking advice on operating costs from 
the management of almost every insurance building 
put up during the past twenty years. Through such 
conferences, they built up a reservoir of knowledge 
and experience that was of inestimable value when 
they got around to settling on design and choosing 
materials. 

Keyed with custom design and low maintenance 
costs were two other requisites—maximum operating 
efficiency and the health, safety, and comfort of some 
2,800 employees. 

To insure efficiency of operation, consideration in 
layout first was accorded the “line” departments and 


Farm Bureau views—from the top and clock-wise: 
A busy morning in the main lobby 


A new landmark in Columbus, the Farm Bureau In- 
surance Companies’ Building 


Decor of the executive suite reception area is early 
American 


Art gallery on executive floor features more than 100 
original Currier and Ives prints 


View of the Personnel Employment Center 
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the ease with which the flow of work entering the 
building could be shuttled to and between them. 
The “short haul” principle was invoked for the major 
categories of work characteristic of the insurance busi- 
ness—i.e., claims for damages, new policies, under- 
writing. 

Since the size of department varies from as few 
as four persons in certain staff units to as many as 
600 in casualty underwriting, the larger line depart- 
ments were placed first. Staff departments were tucked 
in later. 

Whenever possible, staff units whose functions had 
an indirect bearing on the work-flow (e.g., methods, 
accounting, actuarial) were spotted in areas in juxta- 
position to the operating or line units. Thus, future 
expansion of the line unit will be expedited since 
the staff department can be moved to a new area 
without disrupting #he work routine of the larger 
unit. Small offices are fashioned from portable steel 
panels. Maximum flexibility is thus achieved because 
an entire floor can be rearranged almost overnight 
simply by taking down and putting up partitions. 
(Such changes are usually scheduled at night or on 
weekends when the offices normally would be closed.) 
Work flows into the various departments from 
the center or “spine” of the building where elevators 
and mail conveyors are located. In the work areas 
machines and equipment are arranged to make for 
the quickest possible issuance of policies and payment 
of claims. Valuable allies to the office staff, these 
machines make for push-button efficiency. In the 
Statistical Division, for instance, “mechanical brains” 
sort all kinds of information in any desired sequence 
at the rate of 450 items a minute, then collate them 
at the rate of 150 items a minute. An electric ac- 
counting machine automatically adds, subtracts, com- 
piles, and prints reports at speeds up to 150 items 
a minute. 

The Weathermaster air-conditioning system was 
especially designed for the Companies. It not only 
keeps the atmosphere at desired temperatures, sum- 
mer or winter, but automatically regulates humidity, 
clears the air of dust, and prevents drafts. It also 
permits the storage of some two and a half million 
valuable records on open shelves. 

Paneled fluorescent lights, recessed into the ceilings, 
give two and one-half times the illumination at work 
levels commonly found in offices. The furnishings, 
too, are easy on the eyes. Desks, tables, and file cab- 
inets are in grey metal, and the walls are painted in 
soft grey-green. 

A spacious, sound-proofed cafeteria on the eighth 
floor serves more than 2,000 lunches daily. Also on 
this floor, adjoining the cafeteria, is a comfortable 
employees’ lounge and a 5,000-volume library. The 
building is as self-contained as most towns of 2,800 
and offers the same essential services—among them a 
store, medical center, even a school. 

In contrast to the crisp efficiency of the line depart- 
ments, the atmosphere in the reception rooms and 
executive offices is one of dignity, friendliness, and 
charm. Traditional mahogany furniture is used, walls 
are papered in Early American prints, and floors are 
carpeted. 
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Farm Bureau filing 


In a gallery on the seventh floor hangs the Com- 
panies’ collection of nearly 100 original Currier and 
Ives prints. The main lobby on the ground floor is 
dominated by four large murals, done in oils by 
Andrew Karoly and Louis Szanto, of New York. 
Theme for the murals is the principle that motivated 
Companies’ founding farmers: People, by working 
together in mutual faith and understanding, can 
master their own destinies. 


Among the Suppliers 
(data from Farm Bureau Insurance Companies) 


Posture chairs, Ohio Chair Co., Girard, Ohio. 

Desks, General Fireproofing Co., Youngstown, Ohio. 

Files, General Fireproofing Co., Globe-Wernicke Co., 
Cincinnati, Ohio, and Remington Rand, Inc., New York. 

Postage meters, Tickometer counting machine, Pitney- 
Bowes, Inc., Stamford, Conn. 

Accustical Ceiling, the Celotex Corp., Chicago. 

Partitions, the Mills Co., Inc., Cleveland, Ohio. 

Elevators and dumbwaiters, Otis Elevator Co., N. Y. 

Tin-clad Fire Doors, Overly Mfg. Co., Greensburg, Pa. 

Vertical Conveyor, Standard Conveyor Co., St. Paul, 
Minn. 

Asphalt Tile Flooring, the Tile-Tex Div. of the Flint- 
kote Co., Chicago Heights, II. 

Shelving equipment, metal doors, etc., Art Metal Con- 
struction Co., Jamestown, N. Y. 

Fire Alarm System and Paging System, The Autocall 
Co., Shelby, Ohio. 

Corkboard, Armstrong Cork Co., Lancaster, Pa. 

Temperature Control System, Minneapolis - Honeywell 
Regulator Co., Minneapolis, Minn. 

Clocks, Outlet boxes, International Business Machines, 
Corp., New York. 

Fluorescent Fixtures, troffers, 
Corp., Pittsburgh, Pa. 

Electric Water Coolers, the Ebco Mfg. Co., Columbus, O. 

Air Conditioning Units, Carrier Corp., Syracuse, N. Y. 
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Westinghouse Electric 
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Employee mixed chorus recording for a radio program 


The dispensary at work Lunch time in the cafeteria 
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Northwestern Mutual Fire Association Los Angeles offices 


Offices of Northwestern 
Fire Association 


AN APPROACH “psychological as well as physical’ Offer 
was adopted by architect Richard J. Neutra in the 


Mutual 


we of the Year 


design of the new Los Angeles offices of Northwestern Honoratle Mention 


Mutual Fire Association, which have won honorable 
mention in the 1951 “Office of the Year’ Awards. 

The new offices occupy the ground floor of a go by 
80-foot two-story lightweight concrete brick, glass, and 
steel building, executed for the insurance company in 
its entirety by Mr. Neutra. 

Design of the building, total cost of which ran 
relatively low at $300,000, was of major consideration 
viewed solely as an investment, since a company re- 
quirement was that the building should serve the 
company’s needs in the Southern California area for 


some years to come. Hence, from the standpoint of ou WEN wt 
actual floor space, the building as erected was twice x rey SCTet es 
as large as required for present office operations. Sau 


However, Northwestern Mutual Fire Association, 
which has its headquarters offices in Seattle, Wash., 
has tripled its business in the Southern California 
area in the past five years, and indications are that 
within three years the entire space afforded by the 
new building will be absorbed by company operations. 

Both floors of the new building give a gross total 
of 16,000 square feet, with nothing deductible from 
usable floor space save elevator shafts and front and 
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for offices employing 
less than 500 persons 


The company’s main entrance 
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Views of a corner of the building (left), and stair hall 


rear staircases. Ground floor space, wholly occupied 
by the company office personnel of seventy-three em- 
ployees, is given over ‘to a general office area, 78 by 
80 feet, plus three 12 by 14-foot executive offices, and 
a general conference room, aligned along one side 
wall of the building. 

In the broad, well-lighted open area of the general 
office, division is by functions rather than partitions, 
which are well-nigh totally absent from the scene. 
Thus, as one passes through this general area, one 
would first pass “Underwriting”, then “Endorse- 
ments”, and “Policy Writing”, and go on to “Account- 
ing” at the rear. Flanking these, “Claims” is on one 
side, and “Filing” on the extreme opposite side. But 


nowhere is a partition or sharp physical division evi- 
dent in this general area. 

That is according to the company’s and Mr. 
Neutra’s plans, in stressing the psychological rather 
than the physical in design. In fact, Mr. Neutra is 
adamant against the use of such terms as “design”, 
“modern architecture”, and a number of other words 
which are commonplace in architectural circles. 

“Can you look at a tree and tell me what is its 
design?”’, this noted architect asks. “Design that is ob- 
vious is solely design for design’s sake. Let’s forget the 
word and concern ourselves with function—the blend- 
ing of design to the use and effect we seek to achieve.” 

(To next page) 


View toward the east front. Egg-crate illuminated ceiling gives even distribution of brightness 
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; The wide plate-glass fenestration of the main 
facade again adds to the building’s general “open- 
ness”, set between end piers or pilasters of light- 
weight Rocklite concrete brick, rather than mounted 
in a facade wall. Planters of tropical ferns, set on 
street grade at the main facade, follow through in 
free-form design beyond the plate-glass fenestration on 
this floor into lobby and reception areas within the 
building, thus heightening the smooth transition 
from out-of-doors to in-doors. Such planters occur 
again on the staircases to the second floor, which 
also boasts wide vertical strip fenestration. 

_ A self-standing wall, 10 inches thick, 12 feet high 
and 15, feet wide, forms the reception room, set off 
on the adjacent side by an opaque louvered glass 
screen which, while removable, now forms a private 
entrance. from the main portal to the stairway and 
elevator for second-floor tenant use. 

While there is an atmosphere of open-ness every- 
where, the company also wished its new office sur- 
roundings to express a feeling of security, since. the 
public views insurance as being in the nature of an 
investment, psychologically allied with banking. Thus 
the offices, while totally devoid of heavy walls and 
iron grilles, nevertheless do exude such a “security” 

atmosphere. Mach of this must be credited to the 
well-balanced group of employees working in the 
offices, who under the genial guidance of Carl 
Schreiber, manager of Northwestern Mutual’s South- 
ern California Department, are well-understood indi- 
viduals, rather than mere “personnel.” Lack of stiff 
formality, incidentally, i is a hall-mark of this company, 
which in itself is somewhat novel in the field of under- 
writing in that it is a typically western organization 
whose operations. are expanding eastward. 

Warm touches are everywhere noted in the new 
offices. Some of these occur in the exterior trims of 
red Swedish on at the main portal, and within 

es 


View showing movable aluminum louvres 


in the reception room and on the elevator shafts. 
Walnut and birch paneling adorn the waist-high 
enclosure of the general office and are carried on to 
the private office partitions. Large expanses of the 
side and rear main bearing walls are left exposed, 
with the Rocklite concrete blocks, used in varying 
modules from 8 inches to 24 inches laid up with wide 
mortar joints deeply raked. Relief panels for the 
walls are plaster finished and painted in warm deco- 
rator tones. 


he? is Interior view of landscaped plate glass front 
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Customers’ counter is at left in this view. Vertical venetian blinds are used on the windows 


The entire ceiling of the general office is of Sky- 
Glow installation egg-crate grille—behind which are 
set a continuing series of fluorescent tubes at a dis- 
tance 3 feet above the grille, to produce a flood of 
“day-lighting’”’ with a complete absence of shadow. 
All desks are equipped with individual floor outlets 
for telephone and electrical connections. Ventilating 
ducts are set in the acoustical plastered ceiling behind 
the light grille, and the ducts also serve for heating 
from a central roof-installed Western Air gas space 
heater. 


To cut the hot rays of Southern California’s semi- 
tropical sun, aluminum fins in vertical installation are 
built into the facade of the building. Behind them 
are finished panel trims of blue porcelain enameling, 
the whole thus lending itself to minimum upkeep cost 
and easy cleaning. The west or rear wall of the 
building is treated with wide-slatted aluminum awn- 
ings in horizontal installation. 

Other facilities for the comfort and well-being of 
the organization's staff include a second-floor lunch 


(To page 95) 


Simplicity and good proportion rule throughout 
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The First National Building, and two interior views 


The Offi f{ First National Bank 
and Trust Co. of Tulsa 
“Light and lightness are the keys to modern office 
We 
Office of the Year buildings. The light is obtained through the use of 
Honoratlle Mention more glass, which in turn is made possible through 
the use of light metals instead of masses of heavy 
a masonry.” 
he for offices employing In this building, even the smaller exterior office has 
Mee less than 500 persons two 5-foot windows. 

i “STRENGTH WITH LIGHTNESS, UTILITY Throughout the structure’s 245,000 square-foot in- 
& WITH BEAUTY.” Those were the architectural ob- _ eTior can be found the most modern architectural 
# jectives sought in the planning of the new office features, such as “Q” flooring that permits the placing 
‘ building housing the offices of the First National of telephones and electrical outlets at any desired 
: Bank & Trust Co. of Tulsa, Oklahoma, which P®imt, “autocronic” elevators that travel at 700 feet 
: have won honorable mention in the 1951 Awards. Pet minute and are regulated by an electric brain 
% 


te fo 


The twenty-story First National Building that houses 
this financial institution has accomplished these ob- 
jectives. 

Entire width of all exterior offices is of glass, giving 
maximum light and a flexible division of space. All 
windows have built-in venetian blinds, and windows 
with western exposure are equipped with Solex glass 
to reduce the heat intensity of the sun’s rays. 

Commenting on the general design, architect 
Robert Carson, of Carson and Lundin, New York, 
points out: 
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to handle traffic surges, “cold-cathode” lighting that 
can be adjusted to compensate for any variation in 
light entering through the large windows, and mov- 
able partitions that give maximum flexibility of 
office space. 

Fluorescent ceiling lights throughout the bank area 
give complete over-all light eliminating shadows and 
eyestrain. Wide and spacious corridors are stream- 
lined, with flush walls and doors. 

An escalator capable of moving 5,000 persons per 
hour brings customers from the shop-floor level up 
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An over-all view of the main banking lobby 


to the two-story bank lobby. Here the walls are of 
glass from floor to cailing, with vertical mullions of 
stainless steel and venetian blinds which match them 
in tone. The floor is a finished terrazzo of sea-green 
color, and the tellers’ and savings counters are con- 
structed of the same material. 

The elevator lobby opening into the bank lobby 
is sheathed in grey limed oak from floor to ceiling. 
The 11-foot-high ceiling of this lobby also is done in 
gray oak and is brought into the main room to form 
a huge cove from which the high ceiling of the main 
lobby is lit indirectly. 


Well concealed between the banking lobby and the 
next glass-enclosed floor above is a windowless third 
floor. Here the bank’s old records and its stock room 
supplies are kept. Actually, the floor measures a 
half of a full story. 

Completely air-conditioned, the entire building has 
been zoned through automatic temperature control, 
so that the system will effectively follow the sun 
around the building. It is possible to heat the office 
of a man on the east of the building while cooling 
a similar office on the west side. 

(To next page) 


Director’s room features brick-faced fireplace and Burma teak walls 
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Unique among the interior decorative features in 
the bank are the teak-wood walls in the directors’ 
room, the Bubinga wood imported from South Africa 
to line the president’s office, the limed oak that faces 
the entire north wall of the banking lobby and the 
70-foot wall in the banking lobby set aside for the 
mural which won in a $25,000 year-long mural com- 
petition conducted by the bank. This competition 
was carried on nationally among eminent artists 
under the direction of the Southwestern Art Asso- 
ciation. 

Carpeting in the president’s office is grey; the furni- 
ture is done in shades of brown, blue, and beige, with 
draperies in black and white printed linen. 

The board room and board dining room features 
areas of teak wood, a brick-faced fireplace, one wall 
of natural cork, grey carpets and draperies, and furni- 
ture in shades of grey, brown, tan, and olive green. 
Acoustic tile ceilings are used throughout the whole 
floor. 

Recreational center for the entire banking person- 
nel—the snack bar—is on the fifth floor. (Free coffee 
is served from 11 a.m. to 3 p.m. every working day.) 

An unusual architectural feature of this building 
is a louver-enclosed area atop the building, within 
which are contained the boilers, cooling towers, and 
fresh-air intakes which ordinarily overcrowd base- 
ments or jut out from rooftops. Thus, the possibility 


of marring the building’s over-all compact design has 
been avoided. 
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View of the proof, transit, analysis and clearing house desks and machines 
on the fifth floor of the bank 


New, too, to Tulsa’s skyline are aerial garden ter- 
races fronting on the fourth, fifth, and sixth floors. 
Hedges planted in flower boxes run continuously 
along the two street sides of the building, just under 
the second floor windows. 

Built of grey brick faced with white Cherokee 
marble, trimmed in stainless steel, with nearly half 
of its exterior devoted to window space—some 1,060 
windows—the structure is considered one of the best 
examples of modern office design in the country. 


Among the Suppliers 


(data from First National Bank & Trust Co. of Tulsa) 
Posture chairs, Cramer Posture Chair Co., Kansas City, 
Mo. si 
Steel desks, All Steel Equipment Co., Aurora, III. 
File Cabinets, General Fireproofing Co., Youngstown, O. 
Mailroom furniture, special files, money busses, Art Metal 
Construction Co., Jamestown, N. Y. 
Postage meter, Pitney-Bowes, Inc., Stamford, Conn. 
Microfilm equipment, Recordak Corp., New York. 


Ceiiing material, Travertone, a product of the Armstrong 
Cork Co., Lancaster, Pa. 


Accounting and bookkeeping machines, Burroughs Ad- 
ding Machine Co., Detroit, Mich.; International Business 
Machines, Corp., New York; and Underwood Corp., New 
York. 
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President’s office has “‘ebonized” 


hogany-topped desk and walls faced 


with Bubinga wood from Africa 


Piped music, Muzak Corp., New York. 

Special furniture, Alfred Rummler, Inc., New York. 

Lighting, Lightolier Co., Gotham Lighting Co., and 
Kliegi Universal Electric Stage Lighting Co—all of New 
York; and Modern Lighting Co., St. Louis, Mo. 

Air Conditioning, Carrier Corp., Syracuse, N. Y. 

Glass, Pittsburgh Plate Glass Co., Pittsburgh, Pa. 

Elevators, dumbwaiters, and escalators, Otis Elevator 
Co., New York. 

Floors, Q-Floors by H. H. Robertson Co., New York. 

Movable partitions, Mills Metal Partition Co., Cleve- 


Vice-president’s desks are on fourth floor 


OCTOBER, 1951 


land, Ohio. 

Vaults and Safes, Herring-Hall-Marvin Safe Co., Ham- 
ilton, Ohio; Interior vault fixtures, the Mosler Safe Co., 
Hamilton, Ohio. 

Signs and cold cathode lighting, Claude Neon Federal 
Co., New York. 

Clock system, International Business Machines Corp., 
New York. 

Venetian blinds, Mackin Venetian Blind Co., Momence, 
Ill 


Bank cages (wood), John Langenbacher, New York. 


In First National’s Travel Department 
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AMA Office Management Conference 


THE American Management Association has called 
a two-day national Office Management Conference 
for October 18th-1gth at the Hotel New Yorker, New 
York, to discuss plans for meeting the current short- 
age of clerical workers. 

Four approaches to the problem will be considered 
at the morning session on the first day: “Solving 
Staffing Problems,” “Training for Increased Produc- 
tivity,” “Streamlining for Efficiency,” and ‘“Motiva- 
tion.” Speakers will be H. L. Sargent, industrial 
relations assistant, finance & accounting department, 
Standard Oil Co. of Ohio, Cleveland; G. L. Lund, 
supervisor, training division, industrial and public 
relations department, American Can Co., New York; 
William R. Divine, assistant to the division chief, 
division of administrative management, Bureau of 
the Budget; and Hugh A. Wichert, Ruthrauff & 
Ryan, Inc., Chicago. In the afternoon, the audience 
will split up into four groups for more intensive 
“notebook” sessions on the four topics, each led by a 
panel headed by one of the morning speakers. 

Panel members will include Walter Emmerling, 
office manager, Procter & Gamble Co., Cincinnati; 
Edward M. Schulz, associate professor, department of 
management and industrial relations, New York Uni- 
versity; H. A. Zantow, personnel manager, Franklin 
Baker Division, General Foods Corp., Hoboken, 
N. J.; James H. Kohlerman, Life Office Management 
Association, New York. 


Foote, Cone & 


(from page 53) 
Small desk areas have proved to be successful in achiev- 
ing a friendly and workable atmosphere. 

Because of the raised first floor of the building, a 
spacious effect was gained by placing the reception 
room on this floor, next to the main elevator lobby. 
A short flight of stairs leading up to the reception 
room is decoratively treated in terrazzo and has hand 


Among the Suppliers 
(Data from Foote, Cone & Belding) 


Executive desks and conference tables, Dunbar Furni- 
ture Mfg. Co., Berne, Ind. 

Steel desks, Art Metal Construction Co., Jamestown, 
N. Y., and Corry-Jamestown Mfg. Co., Corry, Pa. 

Flooring, asphalt tile by Armstrong Cork Co., Lan- 
caster, Pa. 

Posture Chairs, General Fireproofing Co., Youngstown, 
Ohio. 

Mailroom scales, postage meter, letter opener, Commer- 
cial Controls Corp., Rochester, N. Y. 

Lighting, Pittsburgh Reflector Co., Pittsburgh, Pa. 

Acoustical ceiling material, Owens-Corning Fiberglas 
Corp., Toledo, Ohio. 

File cabinets, General Fireproofing Co., Youngstown, 
Ohio; and Corry-Jamestown Mfg. Corp., Corry, Pa. 

Bookkeeping machines, Felt & Tarrant Mfg. Co., Chi- 
cago; Burroughs Adding Machine Co., Detroit, Mich.; and 
Victor Adding Machine Co., Chicago. 
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William V. Machaver, training director, Johnson & 
Johnson, New Brunswick, N. J.; Thomas H. Miller, 
manager, photographic training department, Eastman 
Kodak Co., Rochester, N. Y.; H. E. Jackson, Imperial 
Tobacco Co. of Canada, Ltd., Montreal; H. M. 
Kaiser, staff manager, office management, tire division, 
U. S. Rubber Co., New York; J. M. Kalbach, Jr., en- 
gineering service division, engineering department, 
E. I. du Pont de Nemours & Co., Wilmington, Del.; 
Frederick Lynch, director of personnel, Central Na- 
tional Bank, Cleveland; and D. S. Valentine, special 
assignments staff, Sears, Roebuck & Co., Philadelphia. 

Topics and speakers on the second day of the con- 
ference will include: “Quality Control in the Office,” 
Bennet B. Murdock, senior administrative assistant, 
ordinary policy department, Prudential Insurance 
Co. of America, Newark, N. J.; “Effective Organiza- 
tion Planning,” John B. Joynt, manager, adminis- 
trative engineering department, American Enka 
Corp., Enka, N. C.; “Making Intra-Office Communi- 
cations Count,” Kermit Rolland, New York Life In- 
surance Co., New York; and “Hidden Sources of 
Manpower,” Henry Viscardi, Jr., executive director, 
Just One Break Committee, Bellevue Medical Center, 
New York. 

E. H. Conarroe, AMA vice president for the Office 
Management Division and manager, Policyholders 
Service Bureau, Metropolitan Life Insurance Co., 
New York, is in charge of the meetings. 


Belding Offices 


rails of bronze with side panels of glass. The entrance 
area is paneled in walnut and spots of color are ob- 
tained from the recessed dioramas representing the 
clients of the agency. 


The entire effect of the new offices is one of a restful 
dignity and quiet efficiency not usually associated with 
the hustle-bustle and modern décor of so many of to- 
day’s advertising agencies. 


Duplicating machines, Addressograph-Multigraph Corp., 
Cleveland, Ohio; A. B. Dick Co., Chicago; and Standard 
Duplicating Machine Co., Everett, Mass. 

Typewriters, Royal Typewriter Co., New York. 

Payroll machines and checkwriters, National Cash Reg- 
ister Co., Dayton, Ohio. 

Time clock and time stamp, Stromberg Time Corp., 
New York. 

Carpeting, Bigelow-Sanford Carpet Co., New York. 

Window draperies, Goodall Fabrics, Inc., New York; 
drapery labor by Mitchell David, Chicago. 

Air conditioning, Frigidaire Div., General Motors Corp., 
Dayton, Ohio. 

Utility tables, Davidson's Ltd., Chicago; and Standard 
Furniture Co., Herkimer, N. Y. 

Steel venetian blinds, Acme Venetian Blind Co., Chicago. 

Glass partitions, Pittsburgh Plate Glass Co., Pittsburgh, 
Pa. 

Special conference tables, cabinets, other special equip- 
ment, John V. Sandberg, Chicago. 
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National Business Show Features 


Office Week Forum 


A NATIONAL Business Show that is attuned to these 
times of national emergency with its accompanying 
problem of personnel shortages and the need for 
sound office methods simplification techniques will 
take place in New York at the Grand Central Palace 
from October 22nd through the 27th. On exhibition 
will be a comprehensive range of office machines and 
equipment of the types designed to speed up the 
work with a maximum of efficiency and accuracy at 
a time when the office is being counted on to carry 
its burden as the hub of all industrial—and defense— 
effort. 

As in other years, the Office Executives Association 
of New York, owners of the Business Show, are 
sponsoring the Office Week Forum, with the assist- 
ance of other professional groups in New York. 

The Forum commences the night of October 22nd 
with the lectures of Dr. Gordon P. Whitcombe, Amer- 
ican Cyanamid Co., “The Current Status of Techni- 
cal and Scientific Manpower’; and Hiram S. Hall, 
Bigelow-Sanford Carpet Co., “Current Salary and 
Wage Regulations”. 

On Tuesday evening the Forum audience will hear 
a program organized by the Records Management As- 
sociation of New York with the general title, “Records 
Management — Whose _ Responsibility?” Leta _ J. 
Stroben, Globe-Wernicke Co., will speak on the sub- 
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ject “The Supervisor's Responsibility”. Jules M. 
Graubard, Bache & Co., will discuss “Management's 
Responsibility”; and Dr. Robert A. Love, of the 
School of Business, College of the City of New York, 
will examine “The Educator’s Responsibility”. 

Starting with Wednesday, the program continues on 
Wednesday afternoon and evening, Thursday after- 
noon and evening, and Friday afternoon. On Wed- 
nesday afternoon, the National Association of Cost 
Accountants will sponsor the talk of Stephan V. Troll, 
Mailor and Troll Co., “The Value of Cost Accounting 
to Small Business”. 

Other speakers will be: J. W. Haslett, Shell Oil 
Co., with the subject, “The Vanishing Office”. Mr. 
Haslett’s address will be sponsored by the Systems and 
Procedures Association of America. Also James R. 
Meehan, Department of Business Education, Hunter 
College, moderator of a panel discussion on “How 
Education Meets the Current Needs of Business’’. 

Richard B. Johnson, The Port of New York Au- 
thority, will be presented by the Transcription Super- 
visors’ Association of New York. His talk is entitled 
“How to Produce More in a Tightening Employment 
Market.” 

“Manpower Sources for Office and Factory” is the 
title of another important panel group’s subject, with 
Orin Lehman, Lehman Bros., and Henry Viscardi, 
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executive director of the Just-One-Break Committee 
of New York University-Bellevue Medical Center, the 
sponsoring organization for this part’ of the Forum. 
The panel will be composed of Walter C. Goodkoop, 
Ford Instrument Co., speaking for the employer; 
George L. Stone, Position Securing Bureau, speaking 
for the employment agency; Dr. Howard A. Rusk, 
New York University-Bellevue Medical Center, rep- 
resenting the medical group; Mrs. Claire V. Rider, 
J. C. Penney Co., representing the supervisory group; 
and Henry P. Sayer, Compensation Insurance Rating 
Board, speaking for the interests of insurance liability 
groups. 

The speaking program is considered outstanding. 

Lending their assistance as chairmen of the various 
sessions will be Ernest De La Ossa, National Broad- 
casting Co.; Ethel A. Carew, Esso Standard Oil Co.; 
E. Lester Phy, Continental Can Co.; and Helen Her- 
slow, National Electrical Manufacturers Association. 


On the Business Show side, an outstanding feature 
this year will be an action display of modern office 
machines and equipment integrated with the require- 
ments of specific branches of the nations’ armed serv- 
ices. All machines and equipment will be manned and 
supervised by trained civilian and service personnel. 
The display will include a demonstration of classi- 
fication methods of Armed Service personnel show- 
ing how a man’s personal qualifications form the 
basis for his Army, Navy or Air Force assignment. 

Another feature of this year’s National Business 
Show will be an art exhibit of paintings by U. S. 
Navy combat artists, many of which were executed 
under combat conditions. 

According to Rudolph Lang, managing director of 
the National Business Show, the theme of the Show 
is “Manpower, Machines and Methods”. It is intend- 
ed to illustrate the maximum use of manpower by 
a proper integration of machines with methods. 


Among the exhibitors at the 


National Business Show 


As furnished by the Show management at press time 


Addicalco Corp. of America 
Addo Machine Co., Inc. 
Algene Marking Equipment Co. 


American Automatic Typewriter Co. 


American Perforator Co. 


American Photocopy Equipment Co. 


Arnot & Co. 


Russell Ernest Baum 

Bircher Company, Inc. 
Boardmaster Visual Control 
Business Laboratories, Inc. 
Cincinnati Time Recorder Co. 
City College of New York 

Cole Steel Equipment Co. 
Collister Corp. 

J. J. Connolly (Permoflux Corp.) 
Corry-Jamestown 

Ralph C. Coxhead Corp. 
Cummins-Chicago Corp. 
Davidson -Corp. 

The Denominator Co. 

Detecto Scales, Inc. 

Diebold, Inc. 

Ditto, Inc. 

Duplicator Corp. 

Eastern Duo-Fast Corp. 

Elliott Addressing Machine Co. 
Facit Inc. 

Ferris Busi Equipment, Inc. 
Friden Calculating Machine Co. 
General Photo Products Co., Inc. 
Gestetner Corp. 

Geyer Publications 

The Globe-Wernicke Co. 
Graphic Microfilm Corp. 
Graphic Systems 

Graphic Visual Controls 

Philip S. Gross, GR Products, Inc. 
Guide System & Supply Co. 


Harris-Seybold Co. 
Elof Hansson, Inc. 
Herbert House, Inc. 


Heyer Corp. 

Hunter Electro Copyist Agency 
Hush-A-Phone Corp. 

Itkin Bros. 

Just-One-Break Committee 


Kellogg Switchboard & Supply Co. 
Korda Industries 


Le Febure Business Equipment 
Lightning Letter Opener/Sealer 
Linguaphone Institute 

Michael Lith Co. 

R. J. Ludlow, Jr. 

Magna-Crest Corp. 

Magne-Dex Sales of New York 
Magnetic Merchandising, Inc. 
Magnetic Recording Industries 
Harold M. Mannheimer Organization 
Marchant Calculating Machine Co. 
Mark Specialty Co. 

Marr Duplicator Co., Inc. 

Master Addresser Co. 

Mayhal Photocopy Corp. 

The Michael Press 

Microphoto Systems 

Mimeo Mfg. Co. 

Minnesota Mining & Mfg. Co. 
Monroe Calculating Machine Co. 
P. O. Moore, Inc. 

The Mosler Safe Co. 

Muzak Corp. 

New York Telephone Co. 

Odhner Sales, Inc. 

Office Appliances 

Office Executives Assn. of New York 
Office Management & Equipment 
Office Personality Contest 

Office Publications Co. 

Ohmer Corp. 

Oxford Filing Supply Co., Inc. 
Ozalid 

Pace College 

Paillard Products, Inc. 
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Payroll Tax Service 
Payrollmaster 

Peirce Wire Recorder Corp. 
Permoflux Corp. 

Poly Portrait System 

Pronto File Corp. 

Queen Ribbon & Carbon Co. 
Radio Corp. of America 
Rand McNally & Co. 

Recordit Corp. 

Rex Rotary Distributing Corp. 
Rex-O-graph, Inc. 

Rite Line Copy Holder 
Robotyper Corp. 
Rockwell-Barnes Co. 

Safeguard Corp. 

Sanford Electronics Corp. 
Savasort Sorting Devices 
Select-O-Phone 

Simplex Time Recorder Co. 
Speed Products Co., Inc. 
Soundscriber Corp. 

Spin-Dex 

Standard Busi Machi Corp. 
Standard Duplicating Machines Corp. 
Steno by Crescent 

Sunroc Co. 

Swift Business Machines Corp. 
Technical Microcard Corp. 
Telephone Sales & Service Corp. 
Thermo-Fax 

Tiffany Stand Co. 

Times Facsimile Corp. 
Tuch-Rite Plan 

United States Armed Forces 
Van Hawk Sales Co. 

Varigraph Co., Inc. 

Visirecord, Inc. 


Wassell Organization 

Webcor Products 

Weber Addressing Machine Co. 
Webster-Chicago Corp. 
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new things in the news 
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SOCIAL SECURITY RECORDS 


reduced on microfilm are referred to in the prepara- 
tion of form correspondence to new beneficiaries of 
Old Age Insurance. The Remington Rand A.D, readers 
shown here at the Federal Security Agency in Balti- 
more, Md., are part of an overall installation of about 
250 readers in which all of the leading manufacturers 
are represented. Note the special desks built to the 
Agency's specifications to accommodate the readers. 
These units are equipped with 30 power lenses and 
take film on which the d ts are reduced 24 
diameters. Thus, the image on the screen is enlarged 
by six diameters for simpler reading of the film. Micro- 
film files of the Agency amount to about 250,000 reels 
of 16mm film, and the staff refers to about 20,000 
reels each day. 


“MISS PARKERETTE” FOR 1951 

official hostess for Parker Pen Co. of Janesville, Wis., 
is pretty Darlene Clough (right), who had been until 
that moment, and still is, primarily, a clerical worker 
in the firm's cash department. Here she is shown being 
presented with an outsized fountain pen model by 
Jacqueline Bahr, last year's "Miss Parkerette."" The 
pen is symbolic of victory in the company's annual 
employes’ talent contest, and is handed down from 
title-holder to title-holder. 


COFFEE ON TAP 

John Falkner Arndt and Co., Fidelity-Philadelphia Trust 
Bldg., Philadelphia, an advertising agency, decided 
recently to end once and for all the problem of office 
workers’ refreshment by installing a hot coffee dispen- 
sing machine on the premises. Initial charges for the 
Kwik-Kafe' Bantam Coffee Cub Machine, originated 
and manufactured by Rudd-Melikian, Inc., 1949 N. 
Broad St., Philadelphia, were defrayed by the adver- 
tising firm. After it is paid for all profits will go 
into an employee fund. Shown here is Dolores Anto- 
nelli filling an order for six employees in the pro- 
duction department. 
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REX-ROTARY DUPLICATOR 

Model D-270, featuring fully-automatic pre-measured 
continuous inking system, is being marketed by Rex- 
Rotary Distributing Corp., 19 W. 31st St., N. Y. The 
new electric stencil duplicator is loaded with a ream 
(500 sheets) of paper, the ink regulator is set for the 
number of spaces used on the stencil (this automati- 
cally feeds the proper amount of ink to the machine), 
the counter is set for number of copies desired, and 
machine is started. It stops automatically when total 
number of copies is reached. Model D-270 is supplied 
in three types: D-270 H, for manual operation; D-270 
HAU, for manual operation, but with the new pre- 
measured inking; and D-270 EAU, with electric drive 
and pre-measured inking. 


NEW ROUND RUBBER BANDS 


called Open-Ring Bands, have been introduced by the 
Alliance Rubber Co. of Alliance, Ohio, and Slidell, La. 
The new round rubber bands are designed to facilitate 
picking up and application. With all standard sizes 
now in production, Alliance plans no increase in prices 
over the existing oblong type. Count per pound 
remains the same and they will be referred to as 
stationers' bands. 


HAND NUMBERING MACHINE 


an important type, features a clearing attachment 
which is said to eliminate the necessity of restoring all 
columns to zero simply by moving figures one by one 
with a pointed rod when new numbering work is re- 
quired. Model shown is No. AC, Style L. A 6-wheel 
machine, it is chrome-plated, moderate in weight and 
will print numbers up to quadruplicate. Packed in a 
box with a bottle of numbering-machine ink and in- 
struction folder, the unit is priced at $16.90, and is 
available from International Buying Services, 2 East 
23rd St., New York. 
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NEW COPYING MACHINE 

the desk-model Ozamatic, has been introduced by 

lid, division of General Aniline and Film Corp., 
Johnson City, N. Y. The new machine can make up 
to 1,000 copies of different originals in one hour. 
Copies can be up to 16 inches wide, any length. 
The Ozamatic is designed to save paperwork in every 
type of business, and it will reproduce in seconds 
a copy of any translucent invoice, letter, or record. 
A free, illustrated circular describing the Ozamatic 
and Ozalid process may be obtained by writing to 
the company. 
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NEW CALCULATING MACHINE 

called “Addicalco," has been introduced by the Addi- 
calco Corp. of America, 135 Liberty St., N. Y. The 
“Addicalco" is designed to add, multiply, divide and 
subtract; its by-products are accumulation, chain-dis- 
counts, percentages, conversions, pro-rating, and recip- 
rocals. The new machine has a key lock to guard 
against partial depressions, non-glare dials, snap clear- 
— and is available in 8, 10 and 12 column 
models, 


RECORDING SYSTEM 
called "505" Magnetic Memory, is designed to 
answer the telephone and take the caller's dictation 
throughout the evening and night when the office is 
closed. If a customer or salesman wishes to call in 
an order after hours, he dials the office number. A 
voice answers, directs him to give his name and 
address and dictate his order. The recording system 
complies with the requirements of Bell Telephone 
and the regulations of the Federal Communications 
Commission. Available from Magnetic Recording In- 
dustries, 30 Broad St., New York City. 


FREE FORM TABLES 


for the reception or waiting room have been designed 
by Edmond J. Spence, Inc., 910 Fifth Ave., N. Y., and 
are being manufactured by Warren Mfg. Co., a divi- 
vision of Louis Gordon in Paterson, N. J. Lamp and 
wedge tables, not shown here, are also available. All 
tables come in bleached and cordovan finishes on 
mahogany. Retail prices: cocktail and step-end table, 
approximately $19.95; corner table, approximately 
$29.95. 


GOLDEN ANNIVERSARY 
of the Underwood Corp.'s selection of Hartford, 
Conn., as its home manufacturing base was celebrated 
there last month. Governor Lodge of Connecticut is 
shown addressing the huge luncheon audience on the 
first day of the plant's Open House week. Seated at 
the head table are, from the left: L. G. Julihn, one of 
the corporation's directors; Mrs. John Lodge, wife of 
the Governor; J. L. Seitz, president, Underwood Ltd.; 
Bishop Walter B. Gray, of the Episcopal diocese of 


Connecticut; S. S. Sammis, Underwood, vice-president; 
P. D. Wagoner, Chairman of the Board; L. C. Stowell, 
president of Underwood Corp. (partly hidden); Mayor 
Cyril Coleman of Hartford and Justice Raymond E. 
Baldwin of Connecticut. 
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new things 


the news 


DEXIGRAPH PHOTOCOPIES 


is the name of a new procedure for visual sales super- 
vision introduced by Remington Rand Inc., 315 Fourth 
Ave., N. Y. Just-out restrictions and their resulting 
effects on individual firms can be checked by manage- 
ment on the Dexigraph copy to keep sales effort 
properly directed and up to date. Wide margins are 
provided on the photocopies to permit personal com- 
ments and instructions to be written beside each sepa- 
rate example. Visible record slides are placed in spe- 
cial recessed area on Dexigraph copy table. As many 
as 300 exposures, or 75 to 100 fully processed photo- 
copies, may be made in one hour. Development is an 
independent process, to be done at the user's con- 
venience. Descriptive literature may be obtained by 
writing to the Management Controls Division of Rem- 
on ington Rand. 


CALCU-TAX CHART 

All necessary deductions can be made on weekly pay- 
rolls quickly and accurately by using the Calcu-Tax 
chart. The deductions are on one line, readable at a 
glance, thus eliminating payroll errors, and without the 
use of a calculating machine. Prices range from $4.95 
each to $4.00 each, depending on quantity — 
Calcu-Tax Co., 41 Park Row, New York 38, N. 
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NEW PORTABLE FILE 


with a large combination lock has been added to its 
line by Cole Steel Equipment Co., 285 Madison Ave., 
New York 17, N. Y. The portable file may be used 
as a work organizer and a pull-drawer letter file com- 
bined. It has an upper compartment with lift cover 
for current records and visible data. The file is made 
of heavy gauge furniture steel and is equipped 
with progressive ball bearing suspensions, four swivel 
casters and a spring compressor. Guide rod operates 
in a depressed groove for eyeleted guide operation. 
A lock and key is provided for the upper compart- 
ment. Two finishes.are available, olive green and 
Cole gray. Model £854Y, the letter size, is retailed 
at $69.95, and Model £858Y, the legal size unit, at 
$79.95. These files are also available in grained 
walnut, mahogany, or knotty pine finish for $9 extra. 


NEW OFFICE CHAIR LINE 
The 


Hamilton Mfg. Corp., Columbus, 


Series 17 “Finger-Lift" 


and Series 20 "Form-Fit" side chairs. 


by writing to the firm. 


will be given nationwide promotion in November by 
Ind. The 
new Cosco office chair line includes (shown here) 
Jr., executive and general 
office chairs; Series 16° 'Finger-Lift" secretarial chairs; 
Hamilton has 
a complete line of selling aids available for dealers. 
These, plus additional information, may be obtained 
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new things in the news 


VISUAL CONTROL SYSTEM 


FAST NEW TAPE ATTACHING DEVICE 
Trig-A-Tape is the name of this automatic tape dis- 
penser that feeds, cuts and attaches a strip of pres- 


called the Boardmaster, has been introduced by 
Graphic Systems, 55 W. 42nd St., N. Y. Permanently 
constructed of 52S alloy aluminum, the board has an 
Anodic black finish to give strong contrast to the 
columns of cards. A quarter inch masonite backing 
is sealed in the meta! framework to provide maximum 
strength. The Boardmaster is supported on wall with 
tiny nails from 2 small hooks at top. It is made in 
standard units of 24 inches by 38!/ inches, and 
weighs 9 lbs. Cards are made from Index Stock with 
50 per cent cotton content. Complete price for unit 
is $49.50 F.O.B. New York. Special roller shade to 
cover board when not in use is available. It comes 
in black, green or brown, and is optional at $3.95. 


sure-sensitive tape to any surface, including glass. 
Lightweight and easy to load, Trig-A-Tape, made by 
Trig-A-Tape Corp., 117-02 New York Blvd., Jamaica 
5, N. Y., is of all-steel construction with case-hard- 
ened working parts. Equipped with convenient white 
guide markings on front flange for accuracy in attach- 
ing, the unit takes either paper tape or cellophane 
tape. Price of the unit is $13.75. Trig-A-Tape Pressure- 
Sensitive White Paper Tape is available in rolls of 


various lengths. 


DOUBLE LENS MAGNIFIER 
that is 4-power, 2-inch, and which is designed to 
quadruple the size of curved or straight line subjects, 
has been introduced by Henry Hildebrant & Associ- 
ates, P. O. Box 228, Burlington, Wis. Called the 
Hofer & Logan Magnifier, this device consists of 
an all-metal frame 2!/s"' in diameter, 7/g" thick, and 
houses two separate optical ground and polished 
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2" lenses. Retail price, individually boxed, is $3. 
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LETTER OPENER 


trade-named the Do-All is a small manually operated 
model which opens envelopes at one stroke of the 
handle while shavings fall into a concealed remov- 
able tray. Device has only one movable part, a steel 
cutting blade. Finished in hammertone grey, opener 
has rubber-protected feet to prevent marring desk 
or table top. Weighs little more than a pound and 
is retail priced at $5.95. Made by the Buckens Mfg. 
Co., 134 Seymour St., Stratford, Conn. 
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SPARKES "66" 6-COLOR PENCIL 
has been introduced by Sparkes Products Co., 


49th St., New York. Completely automatic, the pro- 
pulsion, expulsion and 1 of the lead is worked 
mechanically instead of by hand. Sparkes "66" has a 
visual lead indicator and an individual reservoir for 
storing the color leads: black, red, green, blue, 


1 
Pp 


orange and yellow. It is retailed at $1. 


FOLDING MACHINE 


Model 56, has been introduced by A. B. Dick Com- 
pany, 5700 West Touhy Ave., Chicago. The machine 
was designed for use by clerical employees. A "Quick 
Set Fold Chart" reduces the most commonly used 
folds to simple alphabetical settings. Included are: 
single folds, parallel letter folds, double parallel 
folds, accordion or statement folds, French folds and 
horizontal with two vertical folds. Upper and lower 
fold plates bear precision scales clearly marked in 
inches to permit accurate plate settings for other types 
of folds. A simple angular adjustment compensates 


for paper that is not squarely cut. 


PORTABLE TYPEWRITER 
which measures only I!/2 x I1'/2 x 12 inches, is a new 
French import available from A. A. Cachelin, 246 
Fifth Ave., New York. Weighing only 8.8 pounds, the 
machine's ingenious construction permits its exceed- 
ingly low height. Swedish steel is used in its manu- 
facture. Other features include a margin release; light 
touch; and a handy carrying case (shown at right). 
The portable machine is priced to retail at $84.50. 
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GOODBYE, PIGEON HOLE 


at the Air Materiel Command's Supply Division, Day- 
ton, Ohio. To speed up Air Force supply operations, 
the pigeon hole—used to sort requisitions—has been 
replaced by new equipment expected to slash sorting 
time from 50 to 75 per cent. Before, supply clerks 
sorted lots of 10,000 requisitions by hand into 25 
pigeon holes, then resorted individually the contents 
of each pigeon hole, etc. An experienced clerk, work- 
ing at top speed, could—at best—sort the 10,000 in 
two days. The new system can easily handle this 
volume every eight hours. The new device MultiSort, 
made by Remington Rand, Inc., New York and Sorter- 
graf, made by Sortergraf Co., consists of a tray con- 
taining 100 cards under which requisitions can be 
sorted. The trays slide back and forth, giving clerks 
easy access to all numbers and enabling them to 
make alphabetical, numerical, geographical, or special 
sequence sorts. The card trays make sorting a finger- 
tip operation and necessitate only a single sorting 
since there are enough cards and subdivisions to 
handle all requisitions the first time through. To du- 
plicate the same set-up under the old system, a 
labyrinth of more than 600 pigeon holes would have 
been required. The devices are now installed at all 
USAF supply depots in the U.S. 
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Equipment 
Roundup — 


File Cabinets 


Transfer files 


The Corry-Jamestown 
3500 Line of file cabinets 


IF STEEL file cabinets are in poor supply now, alloca- 
tions of metal to file cabinet manufacturers are ex- 
pected to be even lower in the first two quarters of 
1952, people in Washington feel. The line on the 
availability chart has gone progressively downward as 
NPA strives “to assure the most equitable distribution 
of available supplies of scarce materials during the 
defense emergency.” 

Transfer and storage files, where they are made with 
a minimum of steel, or entirely of corrugated paper, 
are still in plentiful supply. Here, manufacturers of 
corrugated paper storage files with steel drawer fronts 
in some cases are substituting Masonite hardboard for 
the steel. 

Arrow Paper Products Co. makes a variety of pressed 


board letter and card files suitable for desk use. The manu- 
facturer reports his ability to maintain deliveries. 


Art Metal Construction Co. has recently brought out the 
Art Metal Speed File which “permits the use of the entire 
drawer length—2634 inches, for filing.” The file’s con- 
tents slope backward 3% inches automatically when the 
drawer is open, giving the user full visibility and easy ref- 
erence position immediately upon opening the drawer 
(see cut). 

Art Metal says that all Speed Files are equipped with 
Speed File spacers which divide the contents of the drawer 
and provide full support in partly-filled drawers. The 
drawer suspension is the Art Metal ball-bearing roller side- 
arm suspension. Art Metal Speed Files provide the maxi- 
mum usable filing space. All drawers are standard full 
height, and come in either four or five-drawer units. 
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Automatic File & Index Co. have met current emergency 
conditions by completely eliminating one complete line of 
nling cabinets. 

“Generally speaking, items in our standard line of auto- 
matic filing cabinets, together with specialties such as the 
executive file, the posting tray, and desk companions, are 
available, although shipments are considerably extended,” 
the manufacturer says. 


Bankers Box Co. reports that they are experiencing no 
trouble in supplying all 25 standard stock sizes of the 
Liberty Storage Box. Deliveries from the factory are 
running approximately 90 days from receipt of order on 
zll standard stock sizes, attributable to a greater demand 
for this product. Bankers Box says that raw materials 
problems which had extreme effects on their production 
earlier in the year are now lessening, and have permitted 
them to set up an increased production schedule. Quality 
and workmanship remain the same, they say. 

The Liberty line of storage boxes is made of corrugated 
fibre-board with gummed reinforcing tape used at all points 
of strain. The boxes are delivered flat, making them con- 
venient for storage until ready for use. The boxes are 
one-piece units and are quickly set up to take the material 
to be stored. They are not the case and drawer type of 
storage boxes, and tie shut after the boxes are filled from 
the top. Inside dimensions of the letter size Liberty Stor- 
age Box are 12 inches wide by 24 inches long by 10% inches 
high. Other sizes are legal size, and sizes to accommodate 
checks, warrants, deposit slips, and various sizes of tabulat- 
ing cards and file cards. 


Berger Manufacturing Division of Republic Steel Corp. 
reports that they have discontinued their “C” grade files, 
plan drawer files, and transfer cases. The Berger Division 
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Tools of the Office 


reports that their “A” and “B” grade files are still being 
manufactured. 

“All items we manufacture are on allocation basis, with 
shipment in 90 days,” the manufacturer says. 

The Berger line of file equipment is made of steel and 
finished in platinum grey, olive green, dark walnut and 
mahogany. 


Browne-Morse Co.’s production of file cabinets has been 
limited to the glider files, the company reports. These files 
have the glider extension arm and natural touch handles 
designed to reduce filing fatigue to a minimum. 


The Liberty storage case of Bankers Box Co. 


Cole Steel Equipment Co., Inc. has recently brought out 
their new No. 1004-Y File, which features a heavy combi- 
nation dial lock which automatically locks all four drawers 
simultaneously. According to Cole Steel, this new unit is 
available for immediate delivery. 

The 1004-Y File is equipped with a progressive ball-bear- 
ing suspension cradle within a suspension cradle. The 
manufacturer calls attention to this file’s structural strength 
of the case work and the ease of drawer operation. The 
unit comes in legal size as well as letter size in four-drawer 
and two-drawer types. 


Convoy Inc. reports that their Convoy Chem-Board 
storage files are available in ali of the 14 standard sizes. 
Deliveries will range from a few weeks after receipt of 
order to a few months, depending upon production cycles 
and volume of priority orders. 

“Chem-Board is a product of Convoy’s exclusive process 
for chemically impregnating raw corrugated fibre-board to 
make it flint-hard and rock-strong,” says this manufacturer. 
Loaded files can be stacked to the ceiling without inter- 
mediate supports. 

The boxes have positive drawer stops and mate together 
vertically. The boxes repel vermin, and are not weakened 
by moisture. The cost of Convoy Chem-Board files range 
between the prices of steel files and corrugated paper files. 


File cabinets made by (from 

the left) Brown-Morse Corp.; 

Berger Mfg. Div., Republic 

Steel Corp.; and Victor Safe 
& Equipment Co. 
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The claim is that they are 50 per cent less than steel files 
and in some cases cheaper than some corrugated paper 
files. They are shipped already assembled, ready for use, 
securely stitched with steel wire. 


Corry-Jamestown Manufacturing Corp. reports a slight 
reduction in the line of file cabinets. This company points 
out that deliveries on the more popular sizes and styles of 
office furniture, particularly items like the 3500 line of 
desks and its grade “A” letter files have been extended 
somewhat. Corry-Jamestown is making a decided effort to 
instruct and encourage its dealers on servicing the equip- 
ment and also to make more service calls. 


Diebold, Inc., make the Safe-T-Stak steel storage files 
which can be locked together without the use of bolts, nuts, 
screws, etc. 

“All that is needed is an ingenious slip key device which 
requires no skill or physical strength to insert,” Diebold 
says. “A file girl can easily lock the files together, verti- 
cally, horizontally or back to back.” 

These storage boxes can be stacked to ceiling height 
without danger of tipping, falling or bending. Safe-T-Stak 
files are of all-steel construction with reinforcements to 
provide maximum strength throughout. They are made in 
a variety of standard sizes or to order. 


Dolin Metal Products Co. line of steel transfer files has 
been reduced from approximately 26 models to 15, by 
reason of current conditions affecting steel supply. 

“At the present time,” Dolin reports, “the bulk of pro- 
duction is being concentrated on letter and legal size 
files.” The balance of the Dolin line is available on an 
approximate delivery schedule of 40 to 50 days. 

Dolin reports that their letter size model 500 is made of 
furniture grade steel, electrically welded throughout, with 
continuous welded corners for additional strength. Most 
of the Dolin models have four rollers, and all files are 
finished in office green baked enamel, with brass handle 
and card holders. Inside dimensions of this model are 
123% inches wide, by 11 inches high by 24 inches deep. 


The General Fireproofing Co. reports that their line of 
filing equipment remains intact, and that while delivery 
dates are extended on all models, the extreme delay applies 
only to the less popular models where very limited demand 
causes minimum scheduling in the over-all production plan. 


General Fireproofing describes its model 5505-L, the five- 
drawer Super-Filer: 

“Because of its swing-front and angle-supported spread 
of contents, it gives 25 per cent more payload than a four- 
drawer Super-Filer, and 48 per cent more payload than a 
four-drawer rigid front file in the same floor space,” Gen- 
eral Fireproofing says. “In a cabinet 57 inches high (only 
434 inches higher than a four-drawer cabinet) it provides 
facilities for bottom anchoring guides.” 

The Super-Filers are equipped with the new self-adjust- 
ing Divide-a-Files. 


(To page 84) 
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Commercial Office Equipment 


"For Better Business Living” 


INVINCIBLE METAL FURNITURE CO., Manitowoc, Wis. 
OFFICE MANAGEMENT AND EQUIPMENT 83 
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VANGUARD steet 


STORAGE FILES are available 


will serve 
as an 
active file. 


OUuT- 
STANDING 
FEATURES 


1. Brass finish cardholder and handle. 
2. Four rollers for ease of operation. 
3. Index guide rod with brass knob. 
4. Positive and simple stacking provisions. 
5. Self-locking follower available. 
Available in both a beautiful Hammerloid 
Gray or Office Green oven baked finish. 
LETTER AND LEGAL SIZES 
See your local dealer or, write us direct 


A Sturdy Recessed 
Base with Toe 
learance at Front 


WEST JACKSON BOULEVARD « CHICAGO 4. Itt 


THE 
HANGING FOLDER 
WITH 
ADJUSTABLE 
METAL TAB 


aide O follor 


(Pat. Pending) 


Demonstrate Guide-O-folders to file clerks. Let them 
work with your demonstrator for a little while. 
Once they discover for themselves how easy it is to 
file and find with Guide-O-folders, you are well on 
your way to a sale. They appreciate the ease with 
which folders slide along on the all steel Guide-O- 
frames, eliminating the tugging and pulling of the 
dead weight of folders and contents. They appre- 
ciate the time-saving ease with which letters can be 
filed and taken out. They like files which are 
always in a vertical position. See your local dealer 
or write us direct. 


GUIDE SYSTEM & SUPPLY CO. 


335 Canal Street New York 13, N. Y. 


OFFICE MANAGEMENT 


Tools of the Office 
(Continued) 


The Globe-Wernicke Co. reports that the GlobeArt file 
is made of high-grade furniture steel in one piece wrap- 
around construction for sides and back. This is electro- 
welded to the one-piece top, front, and bottom, thus elimi- 
nating any unsightly rough seam joints. The drawers glide 
easily and quietly on ball-bearing rollers on steel progres- 
sive-type suspension slides. GlobeArt files come in No. 49 
Grey, No. 24 Green, No. 44 Walnut, and No. 5 Mahogany 
finishes. 

“The present line of GlobeArt filing equipment now 
available meets the filing needs of normal offices,” Globe- 
Wernicke reports. “However, the production of infre- 
quently demanded items has been temporarily suspended. 

“In the GlobeArt 7000 line, Globe-Wernicke is manufac- 
turing both letter and legal sizes as well as card index files. 
GlobeArt models are available in two-, three-, four-, and 
five-drawer heights. 

“Globe-Wernicke, in order to lengthen the life of their 
files and desks, has made available a handy Touch-Up 
Sprayer container for quick use in touching-up nicks or 
scratches that occur in the normal course of the business 
day. The sprayer is easy to use, weighs 12 ounces, and 
comes in either No. 49 Grey or No. 24 Green lacquer. 

“In addition to this aid, Globe-Wernicke is urging users 
to follow a plan of preventive maintenance that calls for 
regular cleaning and oiling of the file’s mobile parts.” 


Guide System and Supply Co. make a transfer file which 
is a steel reinforced corrugated unit. 

Transfiles come in 13 sizes, including letter, legal and card 
sizes. This company reports no tightening of the corrugated 
paper supply situation at present. The steel shortage has 
caused one major change, though. Steel fronts on certain 
Transfile models are being replaced by Masonite hardboard. 
Prices remain the same. 


Guide System & Supply Co.’s Transfile 


Hillside Metal Products reports that their line of file 
and storage cabinets remains intact. The claim is that 
while deliveries are pretty much the same, the company is 
subject to shipping priority orders in advance of any other 
type. 

Hillside makes a line of two-, three-, four-, and five- 
drawer files in letter and legal sizes. The company also 
produces files for various sizes of card index. Outside di- 
mensions of Hillside’s No. 701 four-drawer letter file are 
28 inches deep x 52 inches high x 15 inches wide. The unit 
has ten ball-bearing, heavy-duty, progressive cradle suspen- 
sion. There is a thumb latch on each drawer which is also 
equipped with solid bronze hardware. Drawers are equipped 
with follow block, and there are rubber bumpers at all 
points of contact. 

The Hillside file is one-piece construction of top and 
base. It has a baked enamel finish in chip-resistant green, 
grey, or grained finish. The unit is equipped with a Yale 
automatic plunger type paracentric lock. 

Hillside Metal Products makes a one-drawer steel storage 
file in letter and legal sizes, identified as No. 1191 for the 
letter size, and 1192 for the legal size; this one-drawer unit 
is equipped with rubber legs which make it possible to 
place the drawer on a desk or table without scratching the 
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i ' «tl tabulating card Tile 


TRAYS MEET ALL TAB CARD HOUSING NEEDS 


1. 
2. 


The Remington Rand Remwood File is made to 
give top efficiency for many, many years. It is 
precision-built by the same painstaking craftsmen 
that produce the famous Library Bureau furni- 
ture. Large capacity trays of birch slide easily on 
hardwood cleat suspensions. The same exclusive 
Gray-Rite finish and outer dimensions as Reming- 
ton Rand steel units. All front surfaces (except 
drawers) are “DensiwooD”’* treated for dura- 
bility. Ask your local office about Remwood 
Files, or write for descriptive material LBV584. 
Address: Management Controls Reference Li- 
brary, Room 1398, 315 Fourth Ave., New York 10. 

*Trade Mark 


THE FIRST NAME IN BUSINESS SYSTEMS 


the Wood Cabinet 
that’s built for 


Permanent Use 


Rabbeted for strength 
Attractive plastic hardware 
Steel clutch compression follower 


Four-square construction allows stacking 


Safe, positive drawer stop 


OFFICE MANAGEMENT AND EQUIPMENT 
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Tools o fthe Office 


surface. When the rubber inserts are removed, two or 
more drawers are capable of being interlocked. 


Kay-Wood Products, Inc. make a transfer file of solid 
oak frame with fibre panels. These have pull-out type 
drawers with brass-plated hardware. Kay-Wood reports 
that the letter and legal sizes are readily available, pointing 
out that during the months of January, February and 
March, delivery is much slower. 

Although these units are built of oak, they are given an 
olive green finish. Hardware is brass-plated. Bolts are 
provided for fastening these units in rigid stacks. Dimen- 
sions of the letter size units are 12%4 inches high and 144 
inches wide by 25 inches deep. Outside dimension of legal 
sizes are 12% inches high by 1714 inches wide by 25 inches 
deep. 


‘ 


Cole Steel Equipment Co.’s 
No. 1004-Y file with a dial lock 


The Oxford Filing Supply Co. offers a box-type file sys- 
tem for executive use, and equipped with the Oxford 
Pendaflex visible system. This box-file unit is equipped 
with a lid and can be locked. It is referred to as the Ox- 
ford Pendaflex Desk Top File, and has an A to Z folder set. 


Parker Steel Products, Inc. indicates that its line of steel 
transfer cases is available. Parker says that the files can 
be stacked to any desirable height, and are available in both 
legal and letter sizes. Special sizes can be made on request. 

The Parker files are of heavy gauge. steel, electrically 
welded construction, and completely reinforced throughout. 


Below—the Rock-A-File by Rockwell-Barnes Co. 


66 OFFICE MANAGEMENT AND EQUIPMENT 


The files have a baked-on enamel finish in green or grey. 

Parker Steel Transfer Cases offer a concealed method 
for stacking purposes by interlocking each case with a nut 
and bolt device, and thus preventing tipping when loaded 
drawers are completely withdrawn. Each case comes with 
automatic stop, thus preventing drawer from being pulled 
out o7 case. 

Each drawer is equipped with four roller bearings for 
smooth operation, and has brass accessories. Dimensions 
of the letter size are 12% inches high x 1334 inches wide x 
24% inches deep. The inside dimensions are 11% inches 
high x 12% inches wide x 24 inches deep. 


A Dolin Metal Products Co. transfer file (left), and the 
Safe-T-Stak steel storage file of Diebold, Inc. 


Pronto File Co. reports that their line of storage cases 
is still available. These files are made of tough fiberboard 
and are reinforced with steel—shell as well as drawer. 
They can be interlocked into solid batteries and stacked 
high. Come in letter and legal as well as check sizes. The 
Pronto Perfect is a permanent storage case of corrugated 
board with a hinged top cover, also available. 


Remington Rand, Inc. reports that current emergency 
conditions have caused them to shorten their line of file 
cabinets by about ten per cent, although most standard 
models with the exception of a few small card sizes are 
still available for general office purchase. Delivery dates 
have been extended, however, on most of the models. 

Special provisions for helping to lengthen the life of the 
product now in use include, besides the standard Business 
Equipment Efficiency Agreement for supervised upkeep 
and repair when necessary, continued improvements in de- 
sign and application through study and research. The 
BEE contract assures periodic inspection and adjustment 
to allow top performance of machines. Under the agree- 
ment, the services of experienced Remington Rand _ per- 
sonnel are available at a low cost. 

Remington Rand released a new streamlined and mod- 


Above left—Automatic File & Index Co.’s Moderne execu- 
tive file; and Convoy, Inc.’s Chem-Board storage file. 
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ey. ernized Ledger Tray line recently. Improvements on these 
nod uninsulated cabinets and drawers include easily-operated 
nut brakes and casters, rounded corners and handles, an effi- 
ded cient tray mechanism, and a broader line of tray capacities. 
mie The Rockwell-Barnes Co. reports that it has been forced 
to cut its line approximately 30 per cent because of the 
for critical steel shortage. 
ons “However, at the present time we are promising 60 to 
i ae 90-day deliveries on orders,’ Rockwell-Barnes assures. 
nea “In some cases we are able to do much better.” 


Rockwell-Barnes makes the Rock-a-File, a standard steel 
filing cabinet with side-opening compartments instead of 
the pull-out drawers. The side-opening construction saves 
floor space. 

The Rock-a-File also is made in wood as part of the 
Rockwell-Barnes Wood Modular Furniture line for execu- 
ate tives. Whether in wood or in steel, the files are made in 
letter or legal sizes. 


Left—demonstrating the expandible feature of 
drawers in the Art Metal Construction Co. Speed 
File; and Remington Rand Ine.’s mobile Ledger 


Tray a 
Below: A table-top file unit ; fey : : Ee 
made by Oxford Filing rubber feet to prevent scratching or marring furniture sur- 
| Supply Co. faces. The Handy file is available in green, grey, or wal- 
nut baked enamel finishes. The dimensions are: out- ‘ 
he side, 14%4 inches wide, 18% inches long, and 1034 inches : 
deep. Inside dimensions are: 12 inches wide x 16 inches 
| long. The cover, which is available with or without a 
| lock, is of the sliding top variety. 
ses Steel-Parts also offers the same type of unit on legs, 
urd equipped with casters, and with a utility shelf beneath the 
er. a file holder. Designed for secretarial use, this mobile file 
ced Wernicke Co.’s unit is made in letter and legal sizes. and is available with 
‘he Touch-Up sprayer or without a lock. 
red for marred steel 
equipment 
finishes 
icy 
file 
7" The Steel-Parts Manufacturing Co. reports that to date 
we it has not been compelled to shorten its line. 
tes “We intend to keep the same line through the balance 
of 1951 unless unforeseeable regulations or material diffi- The V 1 Engi < 
the culties arise,’ this company says. ; . & Mig. Co. file. 
SS While the complete line of Steel-Parts Manufacturing 
“ep Co. file equipment is still available for general office pur- 
de- poses, delivery dates on all products have been extended 
‘he to approximately four weeks. 
ont Steel-Parts offers the Handy file cabinet, a box-type 
aa unit with a lockable cover. A visible system of the hanging 
ia type fits into this box. The Handy file is equipped with 
»d- 
j 
Above—files (from the left) by Globe-Wernicke, Western 
Mfg. Co., and General Fireproofing Co. 
51 OCTOBER, 1951 OFFICE MANAGEMENT AND EQUIPMENT 


co - mae a Cem 
| . | 
(Sin pa - 
| | { ar | 
i ’ ' : nt & 
| S aa. HY agucil is | 
fe Z . : oad “ ww 
| 
! 
= j pra 
: : Po 
fA =) i Mg . » 7 | | : . , ‘ . 
i ls ee aay ‘g , % = 4 Ss 7 4 4 ” a a ae ae sy met 3 3 iets 7 


Tools of the Office 


Vanguard Engineering & Mfg. Co. reports that delivery 
of the Vanguard storage file is currently being made on a 
two to three-week basis. 

The company says that the cases are specially con- 
structed for multiple stacking in units as required by ex- 
panding files. They can be added one drawer at a time, 
firmly supported on a special recessed base to form the 
usual two, three, or four-drawer active file. Ample toe 
clearance at the front of the base adds convenience. A 
simple, positive-stacking contrivance, interlocks the bottom 
of one file with the top of another, by metal tongue and 
groove design which in no way interferes with the file if 
used separately. Letter and legal size files, complete with 
index rods, are available in grey or green. 
for each drawer. 

The Victor Safe & Equipment Co. offers a four-drawer 
letter size file as part of its line of filing equipment. Also 
included in the line are many other standard and special 
sizes of filing cabinets, plus an assortment of counter and 
cupboard equipment. 


Four rollers 


i 
' 
t 


The following manufacturers were contacted 
for the preparation of this feature: 


Dehler Mfg. Co. 


216 N. Clinton, Chicago 


Western Manufacturing Co. describes its four-drawer file 
cabinet which is of the non-suspension type, equipped with 
a new roller made of powder metal and impregnated with 
oil, thereby making it unnecessary to further lubricate the 
file during its life. 

The cabinet itself is made of heavy gauge furniture steel 
and is available in letter or legal widths in two-, three-, 
and four-drawer heights. 

“Current emergency conditions have caused us to dis- 
continue three of our standard lines of equipment,” the 
manufacturer says. “At this time we are manufacturing 
the aforementioned line of non-suspension files as well as 
the Desk-Hi Secretarial portable file and the single drawer 
Add-A-File.” 

Western Manufacturing Co. reports that deliveries have 
had to be extended on all of its lines and that delivery of 
the No. 1500 line non-suspension files is now approximately 
120 days, while on the single drawer Add-A-Files and port- 
able Desk-Hi files, deliveries are running approximately 
60 days. 


Left: A storage file by Parker Steel Products Co., and two 
views of a box file by Steel Parts Mfg. Co. 


Mayfair Co. 
317 N. Desplaines St., Chicago, Ill. 


FILE CABINETS AND TRANSFER FILES 
All Steel Equipment Co., Inc. 

245 John St., Aurora, Ill. 
American Box & File Co. 

Atlanta, Georgia 
Arrow Paper Products Co. 

96-100 Prince St., New York City 
Art Metal Construction Co. 

Jamestown, N. Y. 
Art Steel Sales Corp. 

170 W. 233rd St., Bronx, N. Y. 
Atlas Stencil Files Co. 

1458 Hayden Ave., Cleveland, Ohio 
Automatic Files & Index Co. 

549. W. Washington Blvd., Chicago 
Bankers Box Co., Inc. 

720 S. Dearborn St., Chicago 
Bentson Mfg. Co. 

Aurora, Ill. 


Merger Mfg. Div. Republic Stee! Corp. 


E. 11th & Belden Ave., N.E., Canton, O. 


Brown-Morse Co. 

Muskegon, Mich. 
Cardinal Sales, Inc. 

5631 W. Madison St., Chicago 
Cole Steel Equipment Co. 

285 Madison Ave., New York 
Columbia Steel Equipment Co. 

Lincoln-Liberty Bldg., Philadelphia, Pa. 
Convoy, Inc. 

3424 Navarre Rd., Canton 6, Ohio 
Corry-Jamestown Mfg. Corp. 

Corry, Pa. 
Currier Mfg. Co. 


2448 W. Carpenteur Av.. St. Paul 8, Minn. 
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Diebold, Inc. 

1411 Fifth St., Canton, Ohio 
Dolin Metal Products, Inc. 

189 Varet St., Brooklyn, N. Y. 
Equipto Div. of Aurora Equipment Co. 

John & Prairie Sts., Aurora, Ill. 
Louis H. Farber 

31-E. Congress St., Chicago 
Futuramic Steel Products Co. 

1400 Atlantic Ave., Brooklyn, N. Y. 
General Fireproofing Co. 

413 Dennick Ave., Youngstown, Ohio 
Globe-Wernicke Co. 

5029 Carthage Ave., Cincinnati, Ohio 
Guide System & Supply Co., Inc. 

335 Canal St., New York, N. Y. 
Hedges Mfg. Co. 

2931 Wentworth Ave., Chicago 
Herring-Hall-Marvin Safe Co. 

Hamilton, Ohio 


Hillside Metal Products, Inc. 


129-02 Hillside Av., Richmond Hill, N.Y. 


Interior Steel Equipment Co. 

2357 E. 67th St., Cleveland, Ohio 
Invincible Metal Furniture Co. 

842 South 26th St., Manitowoc, Wisc. 
Kay-Wood Products, Inc. 

Bedford, Pa. 
Keystone Steel Equipment Co. 

15 Lombard St., Philadelphia, Pa. 
Lexington Metal Products, Inc. 

565 Park Ave., Brooklyn, N. Y. 
Lion Steel Equipment Co. 

3070 Webster Ave., Bronx, N. Y. 
Lyon Metal Products, Inc. 

7933 Montgomery St., Aurora, Ill. 


Metal Office Furniture Co. ; 

1495 Division St., Grand Rapids, Mich. 
Midwest Metal Mfg. Co. 

1818-24 N. 18th St., St. Louis, Mo. 
Oxford Filing Supply Co. 

Clinton Rd., Garden City, N. Y. 
Parker Steel Products, Inc. 

54-60 Columbia St., Brooklyn, N. Y. 
Peerless Steel Equipment Co. 

Unruh & Hasbrook Sts., Philadelphia, Pa. 
Penn Metal Corp. of Pa. 

42 Oregon Ave., Philadelphia, Pa. 
Pronto File Co. 

285 Madison Ave., New York, N. Y. 
Remington Rand, Inc. 

315 Fourth Ave., New York, N. Y. 
Rockwell-Barnes Co. 

35 E. Wacker Drive, Chicago 
Sell Corp. 

531 S. Jefferson St., Chicago 
The Shaw-Walker Co. 

Muskegon, Mich. 
Steel Parts Mfg. Co. 

4630 W. Harrison St., Chicago 
Vanguard Eng. & Mfg. Co. 

53 W. Jackson Blvd., Chicago 
Victor Safe & Equipment Co., Inc. 

315 Fourth Ave., New York 
Watson Mfg. Co. 

2100 Taylor St., Jamestown, N. Y. 
Weis Mfg. Co. 

Monroe, Mich. 
Western Mfg. Co. 

Highland Ave., Aurora, Ill. 
George W. Weyand 

1107 Broadway, New York City 
Yawman & Erbe Mfg. Co., 

1045 Jay St., Rochester, N. Y. 
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Frank J. Roderick Dies 

Frank J. Roderick, president of Safeguard International, 
Philadelphia, Pa., died in his 64th year on September 12th. 

Mr. Roderick had wide experience and knowledge in the 
office equipment field. In his early years he served as a 
salesman for the Todd Checkwriter Co., later joining the 
Wales Adding Machine Co. He was subsequently pro- 
moted to the managership of their Boston office. Mr. 
Roderick then accepted the managership of the New York 
uffice of the Barrett Adding Machine Co. When that 


Frank J. Roderick 


firm was purchased by Lanston Monotype Machine Co., 
Mr. Roderick was brought to Philadelphia as general sales 
manager, later becoming vice-president. 

After 26 years with the Barrett division of the Monotype 
Co. he resigned to become president of Safeguard Inter- 
national. 

Mr. Roderick is survived by his wife, Elizabeth, and by 
his son, Marcy F. Roderick, who is also active in the 
office equipment industry. 


Removal Completed 

The moving of the head offices of the Dominion Textile 
Co., Ltd. to 1950 Sherbrooke St. West, Montreal 25, Can- 
ada, wis recently completed. 


Merit Award Competition 

Entries are coming in and interest is high for the $2,500 
Merit Award Competition sponsored by the Fourth Inter- 
national Lighting Exposition and Conference, reports G. T. 
Morrow, chairman of the merit award committee. 

Owners and users of outstanding lighting installations 
made between July 1, 1950 and December 31, 1951 are 
eligible to participate. This special classification includes 
office buildings, bank offices, industrial plants, retail stores, 
and others. 

The exposition is scheduled to be held in the Cleveland 
Auditorium, Ohio, from May 6th-9th. Complete details are 
available in the new Official Rules Brochure, which also 
contains an application blank. These may be had by 
writing to: Merit Award Committee, Fourth International 
Lighting Exposition, 326 W. Madison St., Room 818, 
Chicago, 36. 


Filmg Text Book Revised 


“How to File and Index”, by Bertha M. Weeks, well- 
known authority on records management techniques, is 
now available in a revised edition. Brought out recently 
by Ronald Press Co., 15 E. 26th St., New York, the text, 
well illustrated, runs to 306 pages, including an index, and 
is priced at $4. 

Besides bringing the working information up to date in 
all respects, the revision puts increaseed emphasis on prob- 
lems of records management in the modern office. 


“The methods and procedures covered in the book are 
based on certain fundamental principles which have proved 
to be sound and which give the key to all filing problems,” 
Mrs. Weeks says in her preface to the text. 

The book explains how to apply basic filing principles 
to specific businesses; how to choose the most efficient 
labor-saving equipment; how to streamline operations, how 
to select and train the most competent personnel for filing. 


Why not? He’s put a lot of work through the mill 
and he feels fine. Reason: he sits in an individually 
fitted Sturgis posture chair. A capable man and a 
Sturgis chair are always a good production pair. 


Executive, stenogr aphic, 


signed for the person and 


WS POSTURE CHAIR CO. 
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reception 
and institutional chairs —— 
purpose. 
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again... 


IT’S TIME... 


Scrap’s getting scarce again . . . com- 
ed to the amounts we need . . . and it’s 
up to all of us to help produce enough steel. 


107,000,000 tons of steel is the present 
rate of production in 1951... 119,500,000 
tons is expected.in 1952. 


Last year, 1950, we produced 97,800,000 
tons. 


All that extra steel—enough to take care 
of both military and civilian needs—calls 
for more scrap iron and steel. 


Scrap Inventories Are Alarmingly Low 


While steel mills are producing at a 
arg rate than ever, scrap inventories 
ave dwindled. Many mills are operating 
on a hand-to-mouth basis with shut-downs 


TO WAKE UP SCRAPPY! 


Why Do We Need Scrap? 


Steel is made half from pig iron, 
half from scrap. With production on 
the increase, more scrap must be 
purchased. And it’s up to you to “dig 
it out” and sell it. 


threatened unless we furnish more scrap. 

We do have the scrap. It’s everywhere, 
not just in the form of production scrap— 
the “leavings” of machining, normally 
turned over to scrap dealers . . . but also 
in the form of idle metal: obsolete ma- 
chines and tools, no-longer-usable jigs and 
fixtures, gears, chains, pulleys, valves, pipe, 
abandoned steel structures, etc. 

We must have this idle metal to keep 
the furnaces running. 

Please cooperate. Set up a Scrap Salvage 
Program in your plant—now. For a com- 
‘ee plan on “how to do it”, write for 

ooklet ‘‘Top Management: Your Program 
for Emergency Scrap Recovery”. Address 
Advertising + Hits: , 25 W. 45 Street, 
New York 19, N. Y. 


NON-FERROUS SCRAP IS NEEDED, TOO! 


This advertisement is a contribution, in the national interest, by 


Office Management and Equipment 


The Office Executives Own Magazine 
212 FIFTH AVENUE NEW YORK, N. Y. 
A Geyer Publication 
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COLE 
STEEL 


CABINETS 
~~ SAFETY VAULT 


¢ 


> Ss 


The “PRESIDENT’S” FILE No. 474 


Contains: Four ball-bearing letter size 
drawers; two double index drawers for 
3x 5 or 4x 6 cards (6400 capacity) or 
by removing the partitions, for can- 


celled checks; one safe compartment 


with a combination lock (no key neces- 
sary—only YOU know the combination). 
37%" high, 30%” wide, 17%" deep. 
Cole gray baked enamel finish. 


$77.90 


With plunger-type lock which automatically 
locks all drawers. No. 474-PL.......... .. $86.40 


Prices slightly higher in Texas, Colorado and West of the Rockies. 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST. 
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automatreall 


Your records are as safe in Cole's ‘‘ DOUBLE SAFEGUARD” 
cabinet as in a bank vault. Only YOU know the combina- 
tion. A heavy duty Grade ‘‘A"’ Cabinet with a progressive 
ball-bearing suspension cradle within a suspension cradle. 
An outstanding achievement in engineering skill and de- 
sign. Equipped with safety latches and positive side lock 
compressors, Because of the structural strength of the case 
work and the ease of drawer operation, Cole cabinets will 
last a lifetime. 


4 = 
ni cOLE STEEL) 
e COLE STEEL EQUIPMENT CO.ING.NEW YORK 
EF MADE IN U.G.A, “ 


FOUR DRAWER FILES —_ 
No. Wide High Deep or Gray 
1004Y .. Letter Size... 14%” 51%” 285%” $106.90 
8004Y .. Legal Size.. 17%” 51%” 28%” 118.75 
Grained Walnut, Mahogany or Knotty Pine finish, $15.00 additional 
TWO DRAWER FILES 


1002Y .. Letter Size.. 14%” 30%” 285%” $ 79.50 
8002Y .. Legal Size..17%”"” 30%" 285%” 84.75 
Grained Walnut, Mahogany or Knotty Pine finish, $10.50 additional 


Prices slightly higher in Zones II and Ill 


STEEL EQUIPMENT COMPANY — 


285 Madison Avenue, = New York 17, N. 
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Used for 
Top Secret Work 
in Many Plants 


Used in 
Government 
Offices 
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SIZES AND PRICES 


Save Time! 


Save Space! 


Save Money! 


citileiliecaiitans FIBRE BOARD STEEL 
, DRAWER FRONT DRAWER FRONT 
Suggested Uses 
File PRICE File PRICE 
Width Height Length} No. Single Carton || No. Single Carton LOCATE YOUR RECORDS EASILY — No more need of fi 
fletter Size 12% .. 10%... 24 | E210. . $3.55. $3.45 1210L. . $4.45 . . $4.35 and fuming. With Pronto files you can get at all records | 
ae See. : We : oe 2% = E210S . 6 4 i286 ne 4 aa 42 as easily as in your regular active files. 
egalor Cap... P Bee Esio . 435. 4 - 3 
Invoices 10% .. 8%..24 | E109. 3.20. . 3.10 1O9L.. 3.95... 3.85 SAVE FLOOR SPACE — Constructed so that they interlock ini 
*2 Rows 8x5 Forms _ 10% .. 8%... 24 Elos . 3.50. 3.40 BL... 4.25... 4.15 " r . one ‘ 
Pi See ly or 2 Rows x5 10% 7 ellie | Eioam ) 345... 3.35 108M. 415 405 solid units and stack as high as the ceiling, saving valuabl 
Freight Bills _. iw ae i : 2 697. 3.90 ae 2.99 97k = 38 ae 4 floor space. 
CRS .. : e oe E104 . Bees & \ Jae P 
Oratts or Checks % .. 44.24 | E94 2.40... 2.30 |} 1941L.. 3.00... 2.90 STURDY CONSTRUCTION — Prontos are built of 275-lb. 
rafts or ecks we. .e Gee & E94M am .. Ge 1941IM . 2.95... 2: * ° 
ae deem a? 5 "24 | ess 270. 260 || 185iL 330. «3:20 Sr fibre a ae reinforced with steel on the s 
“Deposit Slips (2 Rows) % “ee 5% as Is E85S 2.60 ee 2.50 tests 3 320 ae 3.10 and the four corners of the drawers. 
eposi ips — — E84 i a ‘ r e on A F P 
wy pers y anal j 1% .. 3%... | E73 2.40... 2.38 1731 2.95 A 2.08 BEAUTIFUL APPEARANCE — Pronto files are beautiful ino 
°3x5 Cards ows 16, .. 4/2... 24 | E64 435... 4. 16 60... 5. : ; A : 
*4x6 Cards (2 Rows) 1% 2. 5.524 | G26 3.20... 3.10 || 1245L.. 3.95... 3.85 pearance, finished in an attractive olive green. 
3x5 Cards (2 Rows) 10% .. 3% ..24 | E103 3.05... 2.95 103L 3.85... 3.75 
Vouchers (Upright) Si, .. 10%... 24 £592 3.335 . 3.25 1592L 475 .. 4.15 
tledger Sheets ... iS oe E91 4.05 . 3.95 912L 4.90... 4.80 
tledger Sheets . 12% .. 12% 18 E12 5.15 .. 5.05 1212M 6.70 . 6.60 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. 


Prices slightly higher in Texas, Colorado, and West of the Rockies. 


PRONTO FILE 


285 tee a 1 


CORPORATION 


ew York 17,N. 
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At Northwestern 
(From page 65) 


room, equipped with a Murphy cabranette and coffee 
urns; a cloakroom; a fully equipped women’s rest 
room, with tiled bath; and a men’s locker room and 
shower. Two additional street floor lavatories, fully 
tiled, are provided for the public, just inside the 
building’s main portal. 

A black-topped 4o-car capacity parking lot, with 
private entrance direct from the main street, is pro- 
vided at the rear of the building. Here again, the 
setting of the building had been enhanced by land- 
scaping, and the addition of a series of portable boxed 
tree wells. Flood-lighting is a night feature of the 
building, visible from Los Angeles’ famous nearby 
Wilshire Boulevard. 


Among the Suppliers 
(Data from Northwestern Mutual Fire Association) 


Posture chairs, steel desks, mailroom furniture and file 
cabinets, General Fireproofing Co., Youngstown, Ohio. 

Mailroom scale, Toledo Scale Co., Toledo, Ohio. 

Executive desks, Hoosier Desk Co., Jasper, Ind. 

Postage meter, Pitney-Bowes, Inc., Stamford, Conn. 

Calculating machines, Marchant Calculating Machine 
Co., Oakland, Calif. 

Dictating machines, Dictaphone Corp., New York. 

Electric Typewriters, International Business Machines 
Corp., New York. 

Lighting, Sylvania Electric Products, Inc., New York; 
and Cepco Co., Los Angeles, Calif. 

Ceiling material, Auditone, a product of United States 
Gypsum Co., Chicago. 

Partitioning, built expressly by the contractor, C. W. 
Driver Co., Inc., Los Angeles, Calif. 

Floor Covering, Matico asphalt tile, a product of Mastic 
Tile Corp. of America. 

Guest armchairs for executive offices, W. H. Gunlocke 
Chair Co., Wayland, N. Y. 

Letter opener, and postal scale, Pitney-Bowes, Inc., Stam- 
ford, Conn. 


Convent to Become Reserve H. Q. 


What was once a convent of the Episcopal Church 
is now undergoing remodeling to serve as emergency head- 
quarters for the Esso Standard Oil Co. 

The site, in the Morristown, N. J. area, 35 miles from 
New York, is a 50-acre tract with four buildings, and was 
formerly known as the Community of St. John the Baptist. 

Remodeling plans for the headquarters include the in- 
stallation of living quarters for the personnel. Caretakers 
will be the only occupants unless an emergency arises. 


3 White Collar Courses 

City College Midtown Business Center, N. Y., has de- 
veloped three training sequences covering a wide variety 
of white collar skills in an attempt to help alleviate the 
shortage of trained college personnel. Courses will be 
effered this fall for both beginners and those who are al- 
ready working in an office and are looking toward advance- 
ment. 

One of the new courses covers only typing and stenog- 
raphy. Students may take either 15 weeks of daytime or 
30 weeks of evening instruction, both designed to develop 
a speed of 45-60 words per minute in typewriting and 90- 
110 words per minute in stenography. 

Another training sequence is aimed at producing execu- 
tive secretaries. It includes sections on typing and stenog- 
raphy, plus business English, business correspondence, 
speech improvement, and human relations. Also included 
in the course is office workshop training, covering skills 
needed by a secretary to do effective work in filing, record 
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Carbo-Weld PENCILS 


EXTRA-STRONG, EXTRA-SMOOTH 
SEMI-HEX 
Office Pencil. 5 degrees: No. |-2-22/4-3-4 
COLOR-TEX 
Thin Lead Colored Pencils (Wet Proof), 30 brilliant colors. 
Packaged in sets of 12 and 24 assorted colors. 
ORDER THEM FROM YOUR DEALER 


Wahere. of, We Fawecle ace SELF 
GENERAL PENCIL COMPANY 


67-73 FLEET STREET, JERSEY CITY 6, N. J. 
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ROTARY 
FILE! 


A Ferris Rotary File does save 
time and work! It eliminates 
searching, bending and 
stooping for cards . . . gives 
50% greater filing: capacity 
at less cost! See the sensa- 
tional new Ferris Rotary File 
today! It's on display now! 


= 0° 
WFerris Features! 
Compression block for tabulating cards! 
Rotary Trays lock in position . . . cannot roll backl 


Instant removal of one card or a full rack! 
Finger-tip control . . . locking slide cover! 


VISIT US AT THE NATIONAL 
BUSINESS SHOW — BOOTH 254 


= FERRIS BUSINESS EQUIPMENT, INC. 
ae 244 Great Meadows Road 
Stratford, Connecticut 
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keeping, office calculations, mail handling, and the care and 
organization of supplies. 

The third course is designed for persons interested in 
non-secretarial office work. It includes typing (either a 
long or short course, depending on student’s desire), an 
office workshop course dealing with the skills needed to 
run an office efficiently, office supervisory techniques, and 
speech and personality developments. 


Remington Rand Developments 


Development of a new photographic contact paper that 
produces a positive photocopy in one step by transmitted 
or reflected light, and the redesigning of the Vacuum Seal 
Portagraph have been announced by Remington Rand, Inc., 
315 Fourth Ave., N. Y. Known as G-151 Direct Porta- 
graph Paper, the new photo paper’s main use will be in 
making readable positives from one-sided translucent or 
transparent originals. It can also be used for the reverse 
and reflex copying methods. The new paper is adaptable 
to the Remington Rand Portagraph or any other standard 
photocopying equipment. It is also color-sensitive (ortho- 
chromatic). Samples are available on request. 

The newly improved Vacuum Seal Portagraph is de- 
signed to give maximum ease and flexibility in photocopy- 
ing engineering drawings and other large-sized originals. 
A contact printer, it is available in two models, one with 
a copy surface area of 30 inches by 42 inches, and the other 
42 inches by 60 inches. Both models are finished in Amer- 
ican Walnut. A principal feature of the set is a single 
set of white lamps which provide all the varying degrees 
of light intensity required in contact printing. 


New Line of Weathermakers 


A completely new line of central system “zoning” 
Weathermakers, designed especially to provide independent 
control of air conditioning in separate areas of a building 
through a single unit, has been introduced by Carrier 
Corp., Syracuse, N. Y. Five sizes are being introduced 
with air conditioning capacities ranging from 12 to 58 tons. 
The number of zones possible with the factory-built 
damper section varies from 5 for the smallest size to 14 
for the largest. Intermediate sizes include 7 and 10 zone 
units. The new Weathermakers are of the horizontal blow- 
through type. All units are sectionally constructed for 
easy handling and installation. 


COMING EVENTS 


American Institute of Accountants. .October 7th-llth 


64th Annual Meeting 
Chalfonte-Haddon Hall, Atlantic City, N. Y. 


Systems & Procedures Association of America 
International Systems Meeting 
October 10th-12, Sheraton Hotel, Chicago. 


National Institute of Governmental Purchasing 
October 21st-24th 
6th Annual Conference & Products Exhibit 
Shoreham Hotel, Washington, D. C. 


1951 National Business Show..... October 22nd-27th 
Sponsored by Office Executives Association of 
New York 
Grand Central Palace, New York 


National Business Teachers Association 
December 28th-30th 
1951 National Convention 
Palmer House, Chicago 
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Are there costly 
“leaks” in your 


_1. Do you know how many separate 


8. Do you write a new set of billing cop- 


9. Do you post each individual invoice 


Order-Dilling system 


writings you require to get your orders 
shipped and billed?. Yes] No[] 

These 9 2. Have you investigated recently to see 

r if writings are being made which can be 
searching eliminated? Yes[ No[] 

2 3. Are the orders sent in by your branch 
questions offices or salesmen rewritten in your office? Yes[_] No] 

ma el 4. Are shipping addresses retyped on 
Y h P your bills of lading? Yes] No[) 

save 5. Are these same addresses again re- 
— written on your tags and labels?.............. Yes(_] No] 

Y 6. Are your invoices written separately 
hundreds of from your shipping orders?................0+ Yes] No[] 

7. When a partial shipment is made do 

dollars! you write a new shipping order to cover 
items back-ordered? Yes] Nol) 


ies covering each back order shipment?.... Yes[_] No(_) 


to your accounts receivable ledger?.......... Yes] No) 


DITTO 


TRADE MARK REG. U, S. PAT. OFF, 


DITTO, Incorporated 
708 S. Oakley Blivd., Chicago 12, Ill. 
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10. Would you like us to send you folders 
which illustrate wr yes = a To. 
retyping, on original an orders, elim- 
inate posting to accounts receivable?............ Yes] Nol] 
If answer is “Yes”, fill in and mail to: 
Ditto, Inc., 708 S. Oakley Bivd., Chicago 12, Ill. 


Name. 


Title. 


Firm. 
Address 
City. 
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...every fact concerning the job I do is at my 


fingertips mee YY since I began making my own 


indexes for the various records I keep. . . and from 
the start, it was surprisingly quick and easy 
to make any size or color index I 


— 


needed because I used... 


TRADE MARK, REG. US A. 


CELLULOID INDEX TABS 
Seems to me that Mak-Ur-Own has every quality 
feature necessary for simple application and handy 
| reference. This not only makes my job 


easier, but also gives me a feeling of satisfaction. 


‘/, 


~ 


Everybody from the office boy to the V.P. } 

comes to me for information ‘cause I've got a fast 
answer for everything ...and they like it! Why 
don't you try Mak-Ur-Own index tabs, your local 


my, ..» They'll be a time 


stationer has them 


and trouble saver in your office, too! 


e 
When you visit your $tationer, 


& EQUIPMENT CO., m.. look for this attractive new 


Mak-Ur-Own display . . . 


ete | your signpost to handy, 


easy-to-make references. 
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Cut COLLATING COSTS 


Simple motions with both hands at the same time comply 
with latest — to promote highest Efficiency yet 
minimum of fatigue. Assembly of Catia with second 
Sheets is simple yet precise and easy. Hands do not 
touch the coated surface of the Carbon, the assembly is 
completed with saving of time as well as automatic 
alternating of Carbons on each assembly, thereby wear- 
ing out each sheet of Carbon evenly, saving on purchase 
of Carbon. 


This patented device is the result of much study by our 
Engineers who have made obsolete the old “Model T” 
methods of assembly of Carbon for manifold work in an 
Office. 


This Kopy Aligner Device was awarded FIRST PRIZE 
for both Appropriateness and ECONOMY at Atlantic 
City at the Annual Convention of The National Paper 
Box Manufacturers Association 1951. 


Kee Lox will back up this wonderful device using Kee 
Lox Kopy Aligner Carbon by sending to ANY OFFICE 
MANAGER, PURCHASING AGENT or SECRETARY, 
FREE, no obligation whatever, one Box with 25 Sheets 
of Carbon, the size you use, if requested on the Letter- 
head of your Company. Only a small request of you, 
but the samples we send will repay you many, many 
times over. 


proto coe on re “1 
J 

MAIL TODAY ==> | KEE LOX MFG. CO. 
THANKS | Rochester 1, N. Y., U. S. A., Room 10 | 
| Please send FREE samples and Box as above to ; 
UE ind alu vrdeale Sis eiliinkg Ral adhe cS a veap nese Ghd kel ovgi aap he whee earns een tees int eran | 
KEE [ox, BE ns stars wa sp ook hla kee da eee aw eS i nS sonds os tedetaseseaares Bhs iva 
| 

| 

I 

J 

| 

| 

L 


Manufacturing Co. 
Rochester 1, N. Y., U. S. A. 


Branches in Most Cities 


Write on Letterhead and attach one Second Sheet used in Manifolding. 
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We use Machine, check please 
C) Electric 


Maximum Copies at one time 


C) Standard 


CL) Noiseless 
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a ee og Patents Pending 


For the modern office setting a new concept of attrac- 
tive appearance plus maximum utility and flexibility 
is made possible by Rock-a-File Modular Wood Furni- 
ture. Smart design in the modern tempo, combined 
with unitized construction, allows the Rock-a-File 
Modular components—desk, storage cabinet, waste- 
basket, telephone section, file cabinet, drawer sec- 
tion, typewriter shelf and bookcase—to be set up in 
various combinations as a complete and harmonious 
furniture layout. Combinations designed to suit the 
needs and tastes of every individual whether 
executive, stenographer or clerk, are readily 


For complete details, write today for catalog and price list. 
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Wood Furniture 


arranged with Rock-a-File Modular Wood Furniture. 


Rock-a-File Modular Wood Furniture consists of 
desk, corner cabinet and two basic units—desk base 
unit and alternate unit with choice of components. 
Solid core, quarter sawed, genuine walnut veneer on 
hardwood base is used throughout with tongue-and- 
groove construction. All exposed edges are banded. 
Solid walnut handles on doors and drawers. Desk 
drawers fitted with lock having two keys. File cabinet 
is popular Rock-a-File, side-opening compartment 
type, all-steel interior construction. 
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New Repellent, Adapter 

Columbia Chemical Co., 154 E. Erie St., Chicago, has 
developed a new repellent for flying insects and an adapter 
for its Glyco-Master. The new adapter may be obtained 
with either the firm’s Jewel Box or Wall Model Glyco- 
Master, and will soon be available with the IM-120 Model, 
according to President Lew Waldron. The new repellent, 
called Coldane, is a derivative of Lindane. The glycol 
vaporizer machine is suitable for use in offices, both in 
summer and winter. 


Military Benefits for Service Employees 

During World War II, Schenley Industries, Inc., Cincin- 
nati, paid out almost a million dollars to its employees in 
military service. Along with others, this corporation revised 
and liberalized its military plan to assure its workers called 
to the colors since the start of the Korean conflict, of even 
greater benefits than were received in World War II. So 
that all concerned with these benefits would have a full un- 
derstanding of them, Schenley published a 16-page booklet 
which tells in plain language just exactly what the com- 
pany’s plan is regarding benefits, and how it works for the 
employee. 

As an example of the benefits now being paid to its em- 
ployees, the Schenley program provides that employees 
on the payroll before the Korean conflict “shall receive full 
company salaries the first three months they are in uniform. 
Thereafter they will receive one-quarter pay each month 
they are in service.” A worker hired after the start of the 
Korean conflict will get’ a “lump sum equivalent to one- 
fourth pay for each month of company service,” the com- 
pany explains. 

In addition, all of the plans provide generously for the 
employee’s family in the way of emergency financial aid 
and hospitalization and surgical treatment. Almost without 
exception, workers are granted full credit toward retire- 
ment for time spent in uniform. 


Pacific Mutual Improves Services 

Improved service to policyholders and important operat- 
ing economies have been achieved by Pacific Mutual Life 
Insurance Co., Los Angeles, through a switch in method of 
handling renewal work in the company’s home office. 

Previously organized to serve the company’s nationwide 
clientele by geographical divisions, the Renewal Depart- 
ment now has been changed over to a strictly functional 
basis, with each of its working sections expert in the han- 
ding of specific phases of renewal operations. Concurrently 
with this change, the so-called “negative posting” plan has 
been adopted for the company’s life insurance business, ef- 
fecting “substantial reduction of detail work in posting pol- 
licy record cards.” 


Friden Announces New Invention 

“The greatest news since the invention of the calculating 
machine itself,” has recently been announced to engineers, 
statisticians, designers, and mathematicians by engineers 
of the Friden Calculating Machine Co., Inc., San Leandro, 
Calif. 

“The Square Root of 10 digit numbers in 9 seconds— 
without use of tables of any kind.” 

A new Friden development of the “Thinking Machine of 
American Business,” entirely automatic, extracts square 
roots and automatically points off the correct decimal in 
the root through entry of the number and touch of one key. 


Exposition Adopts Slogan 

To clearly define and publicize its purpose and objectives, 
the Fourth International Lighting Exposition and Confer- 
ence, to be held in Cleveland, May 6 to 9, 1952, has adopted 
as its official slogan “Mobilize Lighting Knowledge to 
Advance America’s Welfare.” This slogan is incorporated 
in the design of the official seal of the Fourth International 
Lighting Exposition, which is sponsored by the industrial 
and commercial and lighting equipment section of the 
National Electric Manufacturers Association. 
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Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, N.Y. 
Let me have more information about the new Rex-Rotory D270 duplicator and 


the name of my nearest distributor. 
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MENDING office records, file MASKING out unwanted parts 
cards, maps, correspondence of duplicator copy 


TAPING swatches, coins, clip- | MENDING torn checks, vouch- 


pings, to letters and files ers, and currency invisibly 


se 


PUTTING UP office notices, an- § ATTACHING reminder tags and 
nouncements, instructions memos to letters and files 


*SCOTCH” BRAND TAPE makes short work of little time-consuming 
chores, helps clear the deck for more important work. 

See your stationer today ... order a good-looking Desk Dis- 
penser and ‘“Scorcn” cellophane tape for everyone in your office! 


2 term “SCOTCH” and the plaid design are registered trade marks for the mo 


“Here are 12 office jobs you can do easier 
with ‘SCOTCH’ Brand Cellophane Tape!” 


: re than 100 pressure-sensitive adhesive tapes made in U.S. A. by MINNESOTA 
INING & MFG. CO., St. Paul 6, Minn., also makers of “‘Scotch’’ Sound Recording Tape, ‘Underseal” Rubberized Coating, ‘“Scotchlite” Reflective Sheeting, 
“Safety-Walk” Non-slip Surfacing, “3M” Abrasives, “3M” Adhesives. 

General Export: Minnesota Mining & Mfg. Co. International Division, 270 Park Avenue, New York 17, N. Y. 
In Canada: Minnesota Mining & Mfg. of Canada, Ltd., London, Canada. 


OFFICE MANAGEMENT AND EQUIPMENT 


' LABELING file cabinet drawers, REINFORCING binders, note. 
folders and section dividers books, file folders, indexes 


CORRECTING mistakes and re- SEALING boxes, packages, 
vising tabulating cards bulky envelopes for mailing 


om 


DOUBLE-SEALING important LABELING supply shelves, rub- 
envelopes, confidential files ber stamps, storage boxes 


—— 4 


7; 


YOUR BEST OFFICE BUY is the economical 1296’ size. Get up to 
twice as much tape for your money. Assortable with the big 2592” 
rolls for mailing room. Handy dispensers available for every size 
roll of “Scorcx” Brand—America’s No. 1 Cellophane Tape. 
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SAVE TIME AND MONEY 


In these cost-conscious days there’s a vital need for smoother, 
faster office operation. Dennison makes dozens of “big little 
things” that bring better results to hundreds of office jobs. . . 
from addressing and marking outgoing mail to preparing file 


folders, assembling binders, mending torn records. 
Put these versatile Dennison office aids to work for you — 
call your stationery supplier today. 


Quality Materials .. . Fine Workmanship 
Modern Designing . . . Convenient Packaging 


Here are a few of the 


DENNISON ITEMS 
that will help you save time, 


cut down errors, make work easier: 


SHIPPING TAGS 
METAL RIM AND KEY TAGS 
COIN CARDS 
RED BORDERED GUMMED LABELS 
PRES-A-PLY LABELS 
ADDRESS LABELS 
CAUTION AND MAILING LABELS 
AIR MAIL LABELS 
FILE FOLDER LABELS 6S © 
SEALING AND ENCLOSURE LABELS 
LAWYER'S AND NOTARIAL SEALS 
GUMMED REINFORCEMENTS 
INDEX TABS 


PAPER FASTENERS 


MENDING TAPES 


SEALING WAX 


- 
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- Defense-time or Peacetime... 
the YELLOW BOX LINE is “7 


Oakville’s famous Yellow Box Line 
of paper-fastening devices is made 
entirely of critical materials which 
are in short supply and subject to 
present and future Government 
restrictive orders. 


Nevertheless, you may depend on 
these safeguards of excellence: 


1. Oakville’s extensive research 
facilities will be used whenever 
required to develop and produce 
the best available substitute. 


2. When substitutions have to be 
made, the facts will be set forth 
clearly on the package itself. 


The Yellow Box Line will always 
reflect the highest standards of 
construction attainable at the time. 


- OAKVILLE COMPANY DIVISIO 
. SCOVILL MANUFACTURING COMPANY | 
ian Waterbury 20, Connecticut hl 
(@ Philadelphia © Boston * Chicago © 
Canada. Brown Bros., Ltd. Toron! 
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ASSOCIATION NEWS 


James E. Neary, Jr., eastern advertising manager for 
Office Management and Equipment, was the initial speaker, 
recently, for the 1951-52 season of the Springfield, Mass., 
Chapter of the National Office Management Association. 
His topic was “What’s New in Office Equipment,” in which 
he discussed the latest developments of adding, calculating, 
dictating and bookkeeping machines. 


The first meeting of the 1951-52 season was held recently 
by the Records Management Association of New York 
with Jules Graubard, personnel director of Bache & Co., 
investment bankers, speaking on the topic, “Office Com- 
munications—From Principle to Practice.” 

The program was the first of a series of seven to be 
given under the auspices of Cornell University, New York 
State School of Industrial and Labor Relations, Extension 
Division. The theme for the season will be “Developing 
Your Leadership Through Better Understanding of Prob- 
lems in Communications, Human Relations, and Training,” 
and will be outlined by Miss. Effey Riley, metropolitan dis- 
trict director for the school. A certificate of attendance 
will be awarded at the end ‘of the series by Cornell Uni- 
versity to those members who Wave attended five or more 
of the seven sessions. 

On October 8, Richard Johnson, training director for the 
Port of New York Authority, was scheduled to discuss 
“Office Communications—Up and Down the Line,” at the 
meeting slated for 7:30 p.m. at the Women’s National Re- 
publican Club, 3 W. 5lst St. This is the second talk in 
the series. 

On October 23, at 7:30 p.m., the Association will sponsor 
an Office Week Forum program at the 1951 National Busi- 
ness Show. Subject of the program will be “Records Man- 
agement—Whose Responsibility?” 

Miss Ethel Carew, program chairman, has secured three 
speakers for the evening. “The Supervisor’s Responsi- 
bility” will be discussed by Miss Leta J. Stroben, manager, 
systems division, The Globe-Wernicke Co., N. Y.; “Man- 
agement’s Responsibility,” by Jules M. Graubard, director 
of personnel and employee relations of Bache & Co.; and 
“The School’s Responsibility,” by Dr. Robert A. Love, di- 
rector of evening and extension division, School of Busi- 
ness of City College, New York. 


The Office Executives Association of New York held 
its opening dinner meeting of the year on September 19 
with Paul Montgomery, senior vice-president of the Mc- 
Graw-Hill Publishing Co.’s Publications Division, speaking 
on “Management In These Times.” 

Mr. Montgomery’s talk stressed the importance of man- 
agement and its vital function in today’s business, then 
discussed some of management’s gravest problems. He 
also went into the subject of the increasing trend toward 
decentralization of management and its advantages. 


Four regional cost conferences will be held during the 
next few months by the National Association of Cost Ac- 
countants to consider the major problems of industrial ac- 
counting in the current defense economy, with emphasis 
on the role of the industrial accountant. 

More than 1,500 members from 56 N.A.C.A. chapters will 
attend the New England Regional Cost Conference in 
Providence, R. I., October 12-13; the Northwest Regional 
Cost Conference in Minneapolis, Minn., October 19-20; and 
regional meetings in Indianapolis, Ind., April 4-5 and in 
Atlanta, Ga., April 18-19. The association will hold its 
thirty-third annual international cost conference at New 
York’s Waldorf-Astoria, June 15-18. 

Subjects to be discussed at the regional cost conferences 
include assignment of costs to government contracts and 
sub-contracts, accounting problems of renegotiation, cost 
problems arising from price stabilization, production cost 
analysis and distribution cost analysis. 


(To page 106) 
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Grea ames IN INDUSTRY 


DESK TOP EQUIPMENT 


Quality, efficiency and years of dependable service 
have placed the Bert M. Morris Company foremost 
in the field of better Desk Top Equipment. Many 
famous users have their emblems imprinted in gold. 


MORRISET — the constant- 
flowing, all-round writing 
implement that holds a 
full 2Y ounces of ink for 
months of writing without 
refill. Absolutely will not 
flood. Choice of five quick- 
ly replaceable “thread-in” 
points — extra fine, fine, 
medium, broad, stub. 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. All Morris 
writing sets are equipped 
with iridum tipped points 
and each point is tested 
and approved at factory 
for writeability. 


STURDINESS e EFFICIENCY 
SMARTNESS 


These are combined in the 


superior design of all Desk Top son" Writability’ 
Equipment manufactured by 


THE BERT M. MORRIS CO. 


STUB 
The setting shown — pen set, 
memo pad, letter tray, ash tray, ae 
bookends and phone rest are a 
rich appointment to any desk — = 
the stamp of an exacting, effi- MEDIUM 
cient executive. The complete ~<a 
setting retails for little more than FINE 
BERT M. MORRIS CO. Desk Top Package Deals #100 and *200 the cost of one higher priced — <a 


Inquire about the surprisingly low cost of completely comparable fountain pen set. 


furnishing a desk with these items. 


FOUNTAIN PENS — an effi- BOOK ENDS—at last— MEMO PADS—available in LETTER TRAY—strong two ASH TRAY—Areal He-Man 
cient and economical pen inexpensive book ends to two types. With jewelers point suspension allows ash tray. Glass lined, pers 
set with ‘‘thread-in’’ point match modern office fur- bronze bar that drops as access from entire front fect for any desk or con- 
section. A real time and _niture. paper is used, or standard and both sides. Tiers ference table. 


money saver in any office. box style. quickly added, legal or 
letter size 
BERT M. Mor RIS CO. peprt.P-i, 8651 WEST THIRD STREET—LOS ANGELES 48, CALIFORNIA 
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Correct Mistakes in Any Languaé® 


HI-POPULARITY 
‘CONVENIENCE’ ERASER 


In Attractive 
Transparent Holder 


Cures eraser “losers”, gratifies eraser 
users. Saves no end of time. Cylin- 


? drical stick eraser of finest rubber 
be, choose RED FOR PENCIL ERAS- 
| ING, GRAY FOR INK. 

Pocket Clip Style for 
e General Use 
74 Brush Whisk Style for Typists 


(illustrated) 
Refills, of course. 


Not a mechanical gadget. Just un- 
screw the cap and move the eraser 
forward. Tops for typing, account- 
ing, drafting, executive, professional 
and student use. 


One Doren” 


Correct Mistakes in Any Language, 


RED for Pencil “GRAY for In 
Ask your stationer to No. 825 No. 827 Si 
show you WELDON { i il 
ROBERTS ‘JET’ 

ERASERS. Look for— 
buy from—this Jet 
Display Card that 
you'll see in many 
stores. 


eset 
Dine i 


Eraser Refitta for JET Holders are Aveiiabie Separately 
WELOON ROBERTS RUBBER CO, NEWARK, NO, US A. 


. 7 SSCSCHOSSSSSSSSSSSOSSHSSSSSHOSSSHSSSSHSSSSSESE 
WELDON ROBERTS RUBBER CO. 
4 " NEWARK 7, N. J. 
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(From page 104) 


The kick-off dinner meeting of the Office Management 
Association of Chicago was held in the main dining room 
of the Chicago Real Estate Board Bldg., recently. 

Main guest and speaker was Hugh A. Wichert, past in- 
ternational president of NOMA and member of Ruthrauff 
& Ryan Advertising, Inc., who spoke on “The YOU in 
Human Relations.” Herbert W. Vetter was chairman of 
the program committee, and George A. Roubik, secretary. 
A luncheon meeting was scheduled at Palmer House for 
October 4, with Cylvia A. Sorkin, Ph.D., business consul- 
tant, economist and lecturer, slated to speak on “Your 
Office Personality.” . 


Miss Rose C. Brown, administrative assistant to the ex- 
ecutive vice-president of U. S. Life Insurance Co., was 
named president of the Transcription Supervisors’ Associa- 
tion of New York at the recent 1951-52 election of officers. 


Miss Rose C. Brown 


Other officers elected were: Miss Laura Walker, General 
Electric Co., 1st vice-president; Mrs. Elsie Kaiser, U. S. 
Rubber Co., 2nd vice-president; Miss Anna L. Bardes, U. S. 
Life Insurance Co., recording secretary; Mrs. Mary A. 
Berendes, Consolidated Edison Co., corresponding secre- 
tary; and Mrs. Theresa Landquist, Ebasco Services, Inc., 
treasurer. 


J. L. Batchler, secretary of Kansas City Life Insurance 
Co., was elected president of the Life Office Management 
Association at that organization’s recent 28th annual con- 
ference, at the Edgewater Beach Hotel, Chicago. He suc- 
ceeds H. T. Polk, treasurer of National Life & Accident 
Insurance Co., Nashville, Tenn. 

Harry H. Allen, vice-president and secretary, Mutual 
Benefit Life Insurance Co., Newark, N. J., was elected vice- 
president of the Association. 

The membership also voted a change in the titles of the 
two senior staff officers of the association. With the pas- 
sage of an amendment to the by-laws, Frank L. Rowland, 
formerly executive secretary, became managing director, 
and L. R. Woodard, formerly associate secretary, became 
secretary-treasurer. Both staff officers are by appointment 
by the board of directors of the Association. The president 
and vice-president, however, are elected by members. 

As managing director, Mr. Rowland will have general 
charge of the operations and management of the affairs 
of the association, subject to the direction and control of 
the board and executive committee and president. Mr. 
Woodard, the secretary-treasurer, is responsible for keep- 
ing the minutes of the association, board and executive 
committee, as well as for receiving, disbursing, and ac- 
counting for all funds of the association in such a manner 
as may be directed by the board. Formerly, Mr. Rowland 
also served as treasurer. 

The following were named to the board of directors for 
three years: J. Howard Ditman, comptroller, New York 
Life Insurance Co.; Philip K. Robinson, vice-president, 
Northwestern Mutual Life Insurance Co.; Kenneth B. 
Piper, vice-president, Provident Life & Accident Insurance 
Co., Chattanooga, Tenn.; and Mr. Polk, retiring president 
of the association. 

T. Arnol Crowther, assistant actuary at the Metropolitan 
Life Insurance Co., was elected chairman of the associa- 
tion’s educational council. George T. Prentice, actuary, 
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DESIGNED FOR DECISIONS 


2% 


a 


THE 


€ UNITED NATIONS 


\ Agreed on Thousands of 


\ Cramer CHAIRS 


The great modern Manhattan Headquarters 
will be furnished with the five Cramer models 
shown here. 


MODEL 90] 


s 


e 


Cramer POSTURE CHAIR CO., Inc. 
1205 Charlotte, Kansas City 6E, Mo. 
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for breaks in 
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MECHANICAL sas E 


- 
moles Techanic the lorge® 
V er in the mechani 


al = eSnmeines = = 
: SCRIF10, inc., Dept. M 

Box 4847, ‘Atlanta, Ga. 

Sure, we'd like to save money. Send 
your folder to: 


MECHANICAL PENCILS 


Every time an employee in your office has to sharpen an 
old-fashioned pencil the work interruption costs you 
several times the original price of the pencil itself. 

Just one or two such interruptions waste as much 
money as a time-saving SCRIPTO Mechanical Pencil 
would cost you... after that the saving is “velvet.” 

SCRIPTO gives you increased efficiency, too. Smoother 
writing — always the same length, no finger-cramping 
stubs—the right lead for the job, 10 degrees of black 
and 17 colors. Get all the facts. Send the coupon now 
for an informative folder. 
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EQUIPMENT ROUND-UP 
TOOLS OF THE OFFICE 
SERIES FOR 1951 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


No “Tools” feature this month. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Floor coverings, mailroom equipment 
and machines. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mic- 
rofilm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 
OCTOBER, 1951 


Don’t type, draw or write unnecessarily 
Use your photocopy 
machine 


Your contact photocopy machine is truly one 

of your most versatile pieces of office equipment 
.-. can be used to reproduce 
original documents and records 
of all kinds—quickly . . . and 
with 100% accuracy. 


Perhaps, in your organi- 
zation there are typists, 
clerks, and accountants 
laboriously transcribing 
data by hand... 
spending hours in 
proofreading to catch possible 
errors . . . doing jobs your photocopy machine can do better, faster, 

more economically. 


It will pay you to double-check your routines— 
to see how much you will be ahead by employing 
photocopying more often in your operations. 


For best results 


use Kodagraph Contact Paper 
This paper is made by Kodak for use in all types 


of contact photocopiers. It reproduces all docu- 
S/ j ments in dense photographic blacks, clean 
whites . . . with new sparkle and legibility. 
And it’s easier, more economical to use— 


~ no more split-second timing or trial- 
J, = : 
> or 


and-error testing. Order it . . . and 
, see for yourself. 

(Xodagraph Contact Paper 
“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


A 


EASTMAN KODAK COMPANY ~ 72 
Industrial Photographic Division 
Rochester 4, N. Y. 


Mail coupon for 
free booklet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name y —_ 


Department y 5 
Company he (tin 
Street ae “ 
| a Nodak 
City ; TRADE MARK 
State 
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Nine O’Clock Freshness 


At Five O'Clock Closing 


Luxury-soft 


i air-foam 


source of supply ee 


The‘Taylor Chair Company 


Bedford, Ohio, U. S. A. 
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(From page 106) 


Imperial Life Assurance Co. of Canada, was named vice- 
chairman of the educational council. Both become ap- 
pointed members of the board of directors in their new 
Capacities. Elected to the educational council for three 
years was Gerard L. Soelter, secretary, Southwestern Life 
Insurance Co., Dallas, Tex., while George A. Parks, assis- 
tant secretary, Bankers Life Co., Des Moines, Ia., was 
elected for one year. 


The September technical meeting of the New York City 
Chapter II of the Systems and Procedures Association of 
America, at the George Washington Hotel, opened the 
1951-52 season. The speaker was F. Walton Wanner, 
C.P.A., of the Esso Standard Oil Co., office of the con- 
troller. His subject was “A Systems Study—the Coopera- 
tive Approach and Determination of Savings.” 

Mr. Wanner stressed the element of human relations 
when dealing with office personnel in improving efficiency. 
He also pointed Dut that in times of manpower shortage, 
the cooperative effort in office and clerical activities is im- 
perative. 


The American Management Association recently opened 
its 1951-52 conference season with a three-day national 
Personnel Conference, dealing primarily with factory and 
plant, at the Waldorf-Astoria in New York City. 


MEN IN THE NEWS 


Ray J. Jonas has been appointed service manager of the 
Philadelphia branch of Burroughs Adding Machine Co., 
Charles A. Baker, general service manager, recently an- 
nounced. Mr. Jonas succeeds H. J. Baker, who becomes 
branch service manager in Binghamton, N. Y. 


Wilton C. Dinges, president of Emeco Corp., manufac- 
turer of aluminum office furniture, Hanover, Pa., has an- 
nounced the appointment of John W. Simpson to the post 
of sales promotion and advertising manager. The position 
was newly created because of the recent addition to the 
production facilities of the firm, plus plans which are now 
being made for an extensive advertising campaign in 1952. 


Directors of International Business Machines Corp. have 
elected Albert L. Williams, the firm’s vice-president and 
treasurer, a director of the company to succeed John L. 
Barton, resident manager at the Endicott, N. Y. plant, who 
has retired. 


q cushioning E 4 
B Follow-through a 
%. back and seat by 
m assure comfortable % ; 
a support, with ‘. 
q every body 
. movement. 
B. ENJOY YOUR DAY 
“4. AT THE DESK 
Write for catalog ? », ! 
and nearest . PY 
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John L. Barton Albert L. Williams 


| Mr. Williams, who joined the company in 1936, attended 
| Beckley College and is a certified public accountant. In 
1941 and 1942 he was chief of the production requirements 
branch of the Bureau of Priorities. 

Mr. Barton joined a predecessor company of IBM in 
1900 as a punch press operator and became successively 
foreman, supervisor of production, personnel director, fac- 
tory controller and, in 1940, resident manager at the En- 
dicott plant. He became a company director in 1941. 


(To page 112) 
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QUIET N-C PLIER-TYPE STAPLERS 
NO BANGING! NO POUNDING! ‘ ee eat 
"Scientific tests conducted 
by U. S. Testing Company 
show that typical desk type 
staplers cause 5 times as 
much increase in noise in 
normal office operation as 
' N-C plier-type staplers." 
(Test No. E-3065...7/27/51) 
° 
bila your Morn gs “ 
ttended Ayalon Ub, 
it. In 
ements 
NEVA-CLOG — the ) 
BM in Pinch Point Staple NEVA-CLOG 
-ssivel y —— a —_— STAPLES 
or, fac- spate, ubeepoutiaoen. NEVA-CLOG Products, Inc., Logan Street, Bridgeport, Connecticut 
he En- Exclusive Canadian Distributor: | 
1 CANADIAN STAPLES LIMITED—Montreal, Toronto, Winnipeg, Vancouver 
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MEN IN THE NEWS 


(From page 110) 


Appointment of three new zone sales managers, one of 
them to direct a newly-created territory, was announced 
last month by Gilbert J. Owen, vice-president and general 
sales manager of the Todd Co., Rochester, N. Y. 
Appointed manager of the Memphis, Tenn. office is 
Edward P. Williams, formerly manager in Hartford, Conn. 
Mr. Williams, a North Carolinian by birth, joined the 
company in 1943 as a salesman in Baltimore. In 1946 he 
was appointed St. Louis manager, and a year later took 
over the Hartford office. 

Succeeding him as Hartford manager is William N. 
Young, who started as a salesman in Pittsburgh in 1946. 
He was appointed assistant manager in Philadelphia in 
January, 1951. 

Named manager of a newly-created zone with head- 
quarters in Worcester, Mass., is Maurice W. Rihn, Jr., who 
has been assistant manager in Chicago for the past two 
years. Mr. Rihn joined the company in 1943 as a salesman 
in Pittsburgh and later was promoted to supervisor there. 
The new zone includes Maine, New Hampshire, Rhode 
Island, and Worcester County, Mass. 

Moving up to assistant manager in Chicago is Edward 
P. Connell, salesman in the Milwaukee, Wis., territory 
since 1947, In another appointment, Ray Heath was made 
assistant manager of the New York City zone. He has 
been with the company since 1947 as office manager and 
salesman in New York. 


Wallace Clark & Co., 521 Fifth Ave., N. Y., international 
management consultants, announce the appointment of 
William J. McCudden as assistant to the president. Mr. 
McCudden comes to the Clark organization with wide ex- 
perience in both operating and consulting capacities. 


R. W. Davidson, vice-president and general manager of 
the Sound Scriber Corp., New Haven, Conn., has an- 
nounced the appointment of Norman A. Kramer as distrib- 
utor of the company’s products in the Los Angeles area. 
His business is operated under the title of Dictating & 
Recording Co. in Los Angeles. 


Norman Kramer 


A native of Pennsylvania, Mr. Kramer has been asso- 
ciated with office equipment service and sales since 1929. 
He was Chicago manager for International Business Ma- 
chines Corp. for the past ten years. He received his de- 
gree in Mechanical Engineering from the Rochester In- 
stitute of Technology in 1927. Mr, Kramer will make his 
home in the Los Angeles area with his wife and two 
daughters. 


Charles J. Spiker, budget accountant at the Torrance, 
Calif. plant of the National Supply Co., has been appointed 
assistant division controller of the firm’s California di- 
vision. He joined National Supply as a standard cost 
trainee in 1942 at Pittsburgh, Pa. Prior to that, Mr. Spiker 
worked for the Carnegie-Illinois Steel Corp. 


The enlargement of the Marchant Calculating Machine 
Co. office at Roanoke, Va., to the status of a district head- 


TAX RATES CHANGE NOV. 1! 


This is 


COSTS LESS THAN 10c A WEEK! 


SAVE TIME IN COMPUTING DEDUCTIONS. 


ALCO -TAX 


FASTER THAN A CACULATING MACHINE! 
SAVES TIME AND EFFORT . .. ELIMINATES PAYROLL ERRORS! 
IN A CLASS OF ITS OWN FOR LOW COSTS... 


Your CALCU-TAX chart shows you ALL the deduc- 
tions you must make for every person on your 
WEEKLY payroll . . . a flick of your finger gives you 
instantly and accurately: 

The lowest permissible amount of income tax 

withholding based on the new rates 

The exact deduction for Federal Old Age Bene- 

fits Tax 

The deduction for N. Y. State Disability Insur- 

ance (Optional—if your company is outside 

New York State, this column will be omitted) 

All deductions on one line . . . readable at a 

glance! 
CALCU-TAX is so simple to use! You can find ALL 
your deductions in a matter of SECONDS and you 
don’t need any practice or special skill to use it. There 
is nothing to compare . . . nothing to choose from... 
no complicated tables to consult and no pages tu turn. 
With ONE HAND, you simply move the easy-to-use 
CALCU-TAX slide to the proper wage and there are 
all your deductions on one line! 


FREE TRIAL OFFER 
Try CALCU-TAX without ONLY $4.95 each 
4 to 24—4.50 each 


obligation for TEN DAYS. 
SEND NO MONEY. 25 or more—4.00 each 


fAiI£D -TAX ~ 


41 Park Row, New York 38, N. Y. 
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New DePENdable desk fountain pen sets and 
beautiful HandiPen desk sets for easy, effortless 
writing. A complete line of moisteners to fit any 
need. Time-saving Kleradesk-Heavy-duty Cata-RacK 
for catalogs and books. All these aids and more 
too make up the Sengbusch line. 


Sound design and attractive styling make them 
easy to use. Your office workers get more work 
done with greater speed and greater neatness. 


This improved efficiency is easy to obtain. Just 
ask your stationer for the complete Sengbusch line. 
It is attractively priced—saves you money as well 
as time. 


Sanitouch 
Capillary-Action Moistener 
Handipen Desk Set 


DePENdable 
Desk Fountain Pen Set 


Ideal 
Moistener 


Capillary-Action 
Handipen Desk Set 


Kleradesk Pay. 


 - - PLYMOUTH RUBBER COMPANY, INC. 
FOUNDED 1896 The Largest Rubberizers of Cloth in the World CANTON, MASS. 
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FOR VISIBLE RECORDS 


Maptacks 


R 
SPHERICAL O 
FLAT HEADS 


Ask your office supply dealer, or 


George B. Graff Co., Cambridge 40, Mass 


MEN IN THE NEWS 


quarters and the promotion of P. K. Deverell to the posi- 
tion of agency manager have been announced by Edgar B. 
Jessup, president. Service will continue under the direction 
of James R. Rollings, Jr. 


of Royal Typewriter Co. at the regular meeting of the 
board recently. Mr. Ryan, who joined Royal in 1934 as 
an apprentice in the New York City branch service depart- 
ment, is a member of the third generation of the founding 
family. His father, the late Allan A. Ryan, was the first 
president of Royal, which was founded by his grandfather, 
Thomas Fortune Ryan, in 1904. 


brother, Allan A. Ryan, chairman of the board. Mr. Ryan 
succeeds the late Maxwell Miller, who died suddenly on 
August 28. 


graduated from Canterbury School, New Milford, Conn., 
following which he entered Yale University. In 1932 he 


became affiliated with the New York Stock Exchange firm 
of Gammack & Co., later becoming a member of the New 
York Curb Exchange, where he was a floor broker. After 
working his way up through the ranks at Royal, Mr. Ryan 
was elected vice-president in 1948, continuing in his ca- 
pacity as assistant to the president. 


are the parents of four children. 


in the cashier’s office of the Dallas, Texas, branch. 


of Royal Typewriter, Mr. McKelvy was appointed cashier 
there in 1947. Subsequently he was assistant to the sales 
policy and research manager in New York, acting manager 
at Dallas, and special representative of the comptroller’s 
staff at the factory in Hartford, Conn. While there, he 
negotiated defense contracts, before assuming his new 
duties as assistant to the president. 


(Continued) 


Fortune Peter Ryan was elected president and director 


Fortune Peter Ryan’s appointment was announced by his 


Mr. Ryan, who was born in New York City in 1911, 


Fortune P. Ryan Carl McKelvey 


Mr. Ryan is married to the former Anne Worrall. They 


Carl McKelvey has been named assistant to Mr. Ryan. 
Mr. McKelvy joined Royal Typewriter in 1946 as a clerk 


After an intensive training period at the Dallas branch 


Leslie D. Fries 


R. W. Davidson, vice-president and general manager of 


the SoundScriber Corp., New Haven, Conn., has announced 


(To page 117) 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for Acco on your fasteners. 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 


No USE 
LOOKING 
OSCAR we YOU 


Y CAN'T SEE my 
PAYCHECK 


Eliminate Errors — Save Addressing 


No mix up of checks. Name written only once—on the check. 


INSURE PRIVACY. Paycheck “Outlook” Envelopes are 
made from exclusive blue opaque paper. Nothing is visible 
except name on checks. 


TAILOR MADE FOR YOU. Paycheck “Outlook” Envelopes 
are made any size, with the “Outlook” feature of a size and 
a to register with only what. you want to show on your 
chec 


fend us check you are now using and we will submit 
sample Paycheck “Outlook” envelope and prices based 
on your estimated yearly requirements. 


WRITE hen 


OCTOBER, 1951 


Withite 


MANUFACTURING CO., INC., CHICAGO 


Distinctive Whdern 
Nice _ ee 


512 N. LA SALLE ST. 
CHICAGO 10, ILL. 


~ Only in a democracy could 
Christmas Seals become a 
tradition. They mean people 
working together ... volun- 
tarily ... for each other. 


Last year, 12 million fami- 
lies contributed to the com- 
2 mon good. Nobody made 
them. They wanted to. 


By buying Christmas Seals, 
they have advanced the con- 
trolofour most lethal conta- 
2a gious disease—tuberculosis. 


This year, particularly, 
Americans will again help 
keep America healthy and 
strong. Send in your contri- 
bution today, please. 


GEYER’S TOPICS 
212 Fifth Avenue 
New York 10, N. Y. 


Because of the impor- 
tance of the above 
message, this space has 
been contributed by 
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There is no other 
pencil eraser like 
it in the world! 


THE ROSENTHAL CO., 45 EAST 17th STREET, NEW YORK 3 


Are Your Guide Tabs 
BROKEN? Cut them off and Ry, 


Unbreakable Substitute with " w \ 

Spring Jaws —— 
clamp them firm- 
ly to cards but 
permit removal or 
rearrangement, (UNM: Aosta 
Large openings covered by transparent 
pyroxylin, white, blue, green, yellow, 
— or red 

sertable labels in perforated strips for typing. 
2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold 4 leading stationers, U. S. and foreign, or sent 
paid to responsible firms on 30 days’ trial. 


post- 
Price list free. 
Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & C 
CHAS. S. SMITH, Manufacturer, Box 813, EXETER NEBR. 


THE DIXON FASTENER 


WN HAS A HOLE THROUGH ITS CENTER 
—_ 


O) 


WITHOUT REMOVING FASTENER, SECTIONS 
IN) OF SHEETS GO IN RING OR POST BINDER 


All brass Dixon Fasteners give sheets 
metal protection at the binder hole to * 
stop tearing and wear. The thin, 
curved design holds uantities of 
sheets intact in or out the binder. 
Packaged 24 to envelope. 20 envel- 
‘ es to carton. Also 100 to box and 
boxes to the carton. 


Send for Free Sample 
Manufacturing Division 


DIXON RESEARCH, INC. — 


ROCKFORD, ILLINOIS 
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CLASSIFIED ADVERTISING 


Rates are 15c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads ¢/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale Or To Buy 


WANTED—KEYBOARD OR WHEEL type Graphotype—recent model— 
must be in condition to pass addressograph inspection: Write Susquehanna 
Waist Co., Upland, Pennsylvania. 


WANTED—ALL MAKES OFFICE machines, filing oa. furniture, 
kardex, acme, postindex, will pay more than trade-in allowances. Write— 
> lr oe Canal oars. National Office Equipment Co., 487 Broadway, 
New York 13, N. Y. 


WANTED—All makes calculators and | machines. State make, 
model, aerial number and adding capacity +. = a Office Appli- 
ances, Inc., 29-31 East 22d St., New York 10, N. Y. 


WANTED—MULTILITH AND ADDRESSING Machines. Will pay 
ry price regardless of age, model or condition of your equipment. O. M. 
1 


FOR SALE—MULTILITH yi pore e Epertly rebuilt and guaran- 
teed. We deliver and install. All models available. We Buy, Trade, Sell. 
Mailing Machines, Inc., Dept. E, 1911 Pine, St. Louis 3, Mo. 


Lines Wanted 


WOULD YOU like sales and distribution in the Northern Ohio area. At 
present we are distributors of electronic dictating equipment but would 
like to add another non-conflicting line selling to the same type of accounts, 
namely, manufacturing, industrial _ commercial companies. We are 
equipped for service. Box Number O. 104. 


Employment Service 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mat., hs 
Retailing, etc. Master-Doctors Degrees. ‘olleges-Universities. Salaries 
o $7,000. Cline Teacher’s Agency, East Lansing, Mich 


SALARIED POSITIONS, $3,500-$35,000. If are considering a 
new connection, communicate wi the undersigned. e offer the 
original personal employment service (40 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 

initiative on your part. Your identity is covered and present position 
prcapaes. .. vite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 

ulftaio , . . 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high- grade 
men, specializes in individualized personal service, in cooning contacts 
and 5 og for satisfactory salaried positions. Eugene L. Williams. 
2220 Grace St. Richmond, Va. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re- 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 
ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be located. 


OFFICE MANAGEMENT & EQUIPMENT 
The Magazine for Office Executives 
212 FIFTH AVENUE NEW YORK 10, N. Y. 
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MEN IN THE NEWS 


(From page 114) 

the appointment of Leslie D. Fries as distributor for Sound- 
Scriber products in the San Francisco area. Mr. Fries has 
represented the company in this area as a dealer for the 
past two years. He operates the distributorship under the 
name of Dictating & Recording Equipment Co. at 157 
New Montgomery St., San Francisco, Calif. 

Mr. Fries is a member of the Office Machine Dealers 
Association and the Chamber of Commerce of San Fran- 
cisco. 


Edmund F. Franz has been named assistant controller 
of the Addressograph- Multigraph Corp., Cleveland, Ohio. 
A member of the Ohio Bar since 1938, Mr. Franz served 
as a major in World War II, being among those officers 
on the Judge Advocate General’s Staff in Germany who es- 
tablished the War Crimes Branch. 


Edmund F. Franz 


Mr. Franz has been with the Addressograph-Multigraph 
Corp. since 1934. He was accounting and financial division 
office manager prior to his new appointment. 


EFFICIENCY for a SONG 


FLICK a LINE 
Copy Rack 


Only $5.45 


@the little rubber wheel 
operates the line finder 


e@ FLICK—it works like a 
charm 


efor use by either right or 
left handed person 


@ panel fits in slotted base— 
use it high—use it low 


FRANKLIN 
TABLE COMPANY 


116 No. 4th St., 
Louisville, Ky. 


Are You an Executive 
Who emphasizes — 


@ Safeguarding Phone Privacy 
@ Having a quiet, restful, and efficient office. 
@ Importance of better phone hearing. 


Thousands of concerns have accomplished this over a 
period of thirty years with 


HUSH-A-PHONE 


You can inform yourself by requesting 
literature. Do it today. 


HUSH-A-PHONE CORPORATION 
Room 718, 65 Madison Ave. New York City 16 


NEW, LARGER, JOGGER! 
Only $39.95 


AUTOMATIC 


New Model A-7 J er has a 
deck size of 15 x in. and 
power to jog more than a 
ream of paper at a time. 
Extremely flexible and dur- 
able. Pays for itself auleay 
in mail, duplicating and 
rooms; in printeries and bin. 
deries, etc. Automatic switch 
is adjustable for from few 
p> Bi a full ream. 


MODEL A-10—Rheostat-con- 
trolled ann foot switch. 
Deck Size 20 x 15—$69.95. 


MAGIC CIRCLE MANUFACTURING CORP. 
6136 E. Admiral Place Tulsa 8, Okiahoma 


— RANSON —' @ 
POSTAL SCALES | 


1546 
—the most complete line 
on the market today 
Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage for air 
mail, first class and merchandise by zones. 
Capacity 2 lbs. by 1 ounce. . 
Model 1530— Parcel Post scale, capacity’\s39 , 
25 Ibs. by 1 ounce. Computes postage for 
merchandise up to 25 Ibs, 

SEE YOUR STATIONER 


HANSON SCALE COMPANY Est. 1888 
Chicago 22, Hil. 


SALESMEN 


1951 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 
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$4.00 per doz. 
Durilium Point 
 @ Always Sharp 
@ Feels Sharp @ Stays Sharp 


- FISHER PEN COMPANY 
757 Waveland Ave., Chicago 13, Il!. 
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IVERIES 


31 years experience 


— Complete Plant 
including Bindery 


Competitive Prices 


Made to Customer’s 
Specifications. 


EVERY TYPE OF 
PRINTING FOR 


OFFICE AND FACTORY. 


1-TIME CARBON FORMS 
COMMERCIAL FORMS 
MANIFOLD BOOKS 


BOOKKEEPING 
MACHINE FORMS 


PAPER 
ENVELOPES 


ESTABLISHED 1920 


HYGRADE 


_ PRINTING & STATIONERY CO., INC. . 


121 VARICK STREET, NEW YORK 13, N. Y. 
Algonquin 5-4530-1-2-3-4 


Sa , fe, RE ae 


A 
Acco Products, Inc 5 
Ace Fastener Corp. . .2nd Cover 
American Lithofold Corp... 31 
American Photocopy Equip- 


Cc 
Art Steel Sales Corp. 
37, 38, 39, 40 


B 
Beach Publishing Co 
Bruning Co., Inc., Charles. 


Calcu-Tax Co 
Cole Steel Equipment Co., 
Inc 91, 92, 93, 94 
Columbia Ribbon & Carbon 
_ oS) eee | 
fg. 
3rd Cover 


Dennison Mfg. Co 
eee 
Ditto, Inc 

Dixon Research, Inc 


E 


Eastman Kodak Co 
Esterbrook Pen Co., The. . 


F 
Fedders-Quigan Corp..... 
Ferris Business Equipment 

Corp 
Fisher Pen Co 


Frigidaire Div., General 
Motors Corp 


G 
General Binding Corp 
General Pencil Co 
Globe Wernicke Co., The. . 
Goodall Fabrics, Inc... ... 
Graff Co., George B....... 
Gray Mfg. Co., The 
Guide System & Supply Co. 


H 
Hamilton Mfg. Corp 
Hammermill Paper Co.... 
Hanson Scale Co 
Hush-A-Phone Corp...... 
Hygrade Printing & Sta- 
tionery Co 


Imperial Desk Co 
Industrial Tape Corp 
Invincible Metal Furniture 


Kee Lox Mfg. Co 
Kellogg Switchboard & 
Supply Co 


Le Febure Corp 


M 
Magic Circle Mfg. Corp... 117 


OFFICE MANAGEMENT AND EQUIPMENT 


Magnetic Recording In- 
dustries 

Marchant Calculating Mc- 
1 See 

Metal Office Furniture Co. 

— Mining & Mfg. 


Morris Co., Bert M., The. . 


N 


National Business ShowCo. 4 
Neva-Clog Products, Inc.. 111 


oO 
Oakville Co., Div. Scovill 
Mfg. Co 
Office Management & 
Equipment........... .3 
Outlook Envelope C 
Owens-Corning Fiberglas 


Plymouth Rubber Co., Inc. 113 
Pronto File Corp. .91, 92, 93, 94 


R 
Remington Rand, Inc..... 
Rex-Rotary Distributing 
Corp 
Roberts Rubber Co., Wel- 


Rosenthal Co., The 
Royal Metal Mfg. Co 


Sanford Ink Co 

Scripto Mfg. Co 

Sengbusch Self-Closing 
Inkstand Co 

Sheppard Envelope Co.... 

Smead Mfg. Co., Inc., ™ 


Smith, Charles C 

Standard Register Co., The 
Stow & Davis Furniture Co. 
Sturgis Posture Chair Co. . 
Syst-O-Matic Business 


Vv 
Vanguard Engineering & 
Mfg. Co 
Victor Adding Machine Co. 17 
Victor Safe & Equipment 
Co., Inc., Th 


Watts Co.,Inc., Alfred Allen 36 
Wilhite Mfg. Co., Inc 115 
Worden Co., The 


| 
Yawman & Erbe Mfg. Co.. 25 


OCTOBER, 1951 


- ae. Me, ' 
ia ee oF , : SSE. SUES asc 
i “ecalr.rwmrmwww : 
Z S | 2 = a 
—_ EXCEPTIONALLY FAST DEL ¢ 
et % ‘ oe Metal Products, i 
ses fF 117 
” i 7 is P| 16 se 
at 3 es | 
a ee Gy OZ - c | 
= ; 
eee | 
;/. oa i 2,90 
ee = : [ae G 115 
; vees : (= Be — Posture Chair Co., sib 
—s. CT ‘= Coe eeceeceee ere eees TTT 
i ia oY —nyy 
es: FT D " 
aii, . a lt i _ 
cas > a 8s 
5) a Sees 109 
ie. jj EA es 101 
i. 7 ABE oO 
—_— 2 Sp i= Rob A 
f = = i'ma oo 30 Recius Bares Co...... 100 
r 4 Gano nor® A see 116 
OF CEA - an 
a a a * cone Oe <A ee 11 
a m ; EES Trankiin ) " 117 Ss 
pe : = Ashe 113 
oe ODE: Pe 8 ,20 
: Z - LGA er 
ectte 0, 11 
4 : Ae ei Taylor Chair Co., The..... 1103 
a : ; sesisitsanits : Werees Ine... .......-5 +e 
a ‘ Sy I Underwood Corp... . .4th Covet 
a. 7 “3 We not only SELL... but SERVE a4 well / ii ee 
| ‘edd K 
| 7 ae igs ae 
; “e : } : a 
gf 
3 ¥ Ze F 118 ee as os 
: x oe ; 
a ay fe , ; a ; : i : ye 3 De a ss Ef | eis bi ES om : ‘aa / al — 


i 
r. 


<s 
ith Cover 


“ ; fa eo i 
ot ae — - RE _- 
a i a — tS ee ee ae ¥ 
Y : : Bs “ae ee a > Bh ae i— 
; af ie Oe a i : es iv. * : ate 
alan : od - a ad : vue a pe. ete, “& 2s ee i , 
as oe ¢ ye <= é —— 7% i ‘eo ’ q ci 
7 be q , = & a | i x ce & F Pee ' es a 2 4 z “a ? Rng 5 Ms 
— re Pi dbks Rew i ae ian Ps : ie x a Gi ne fc ; ba 4 
i 5 as — 7 a ae cal A Si teen. Cane i = 4 i PA 4 Sh 
a a il - ; % — = oe es as a oe 
an “= Pe Pd fe : ee 1 : 
_ - AS \ Poo 
6 Ri - re ag +4 . ae ? fae | 
; aS eee? ae a a ese 7 + i % “a ey A ome 5 
102 a... °s ie ee a %,° shi —_— ; 
' i S—aeee a sf i ot — er - q 2 4 1 2 ¥ the Rar 
- ws ee =a : “ot cy . Me ai ~~" ae , be ig rm } 
— ee. Rae. gs — Pe : 2 cae Ae 3 iin *, i, ; Fi a: gee i. ie 
+ ies ‘pang ete «ee ee ie a 6 ae og Wik. ae ' Ee RHE: epi 
= a ’ Figs a 2 . i = bee pay isi aE * = a ad = - ey ae te sf 
ee aii ay : r me j ‘Saat Pe Be - ae 
' . a a i oa ip alli = a oe ee wae ie — is ‘ a 
“eee E % : 7 5 - ay che sti i ee be Ye AMES ; Aa _ 7 ¥ 
. toe £ ; 4 ‘Mie Sle pial es ae es aes’ pee ea F M c tin, ae 
| aa ee ‘ ty i; ee - ? Bi ORES: ee ee tet. es May, 2 
i ; fs i a bei: ; | i a ES ae a es ae oe . 
= ca ia Pi El ee a ee ia ’ 
" = ae — as ioe y ay ey 4 he 4 i ae 4 A = 
.32, 90 - - ef ia oo wean i ae 3 y b- : zs 
“us a a lace oll gis —_— uae et 7 Sh 
is eee oe ac cae Shee ae ; ie a 
earn alii: — Re r pee: a _ ae a 
= rs, iy, - BS a ie — ; ) ! 
rare Sh ee eta ao a ht oe p ip oa ‘ gi \ 
; ea cr 4 7 as eae in ae St a eee 2: oa ee bye 
x Se i ig ea we Bk eer i = F a an a i oe 
a hs Et - ath a Mee ee Baler Pais oa > See ahs ies. > ae sien eeey. va ae " E -— a 
,93,0% ey Ba me. i ‘ wee I é eee Te ive 
‘é . ae , Re a Bes eee ca : ee Se oa gl a 
F 8 ale oe ie sili — 7 # . ae iota 
; ee ts Bi a % E Fi hall pe x : 

85 } etn . ee ‘i Sra tae es * ee % P: he aa BS one ad a a 
og. ae ae ee hi aa Ses oe dais P e * “ee 
B . ; : : ee ene ae gi ee = ae, Ri. . ere cite Bs 

1 j = ei. a Vee pee tae ; i sk, a 
1 ol fd oF a id, Pac. 7 ee ; a Pre he af al Stes sy, gent “ (ini " 4 
; } A i F . - if i: i = 7 a a4 ce i save an a oe in "5 ae 
--- : 4 —TT pe ae - Ys atin Ne . i ui 
er 4 E . aaa Ca oe ‘ = res — : 54 Pas 
on . [a oe eee peer: ye a ‘ ir i : i; Tae se = th. — 
... 100 4 ee : 7 4 is , oe s j es, eer : ; my ; % a iy, Dy 
see 116 :* oe c. ™ mene” re 7 oy = jet “ 3 _ - > x a ; / 2, ; 
-.. & eee ‘ — a spins ae E ee oe ie, cs. ce oe : if 
get —. aa a , 2 ‘let a Kae a ae ; ea 
os. oe :; ae ; Pil ie al ee _ . : i ; 
a k x ie” an BS aie a a if’ : iar ee 
ae a auc ; a . ae 2 one Loa , 4 i an : 
. vom we Gr {ae awe” Ses Maines g ad ee A ef 
ree x <g> r a 3 ys : i er ae 
* Ps i. a nn Pits, casa cas 3 met 5 a a. a "ill em 
- ; fant = a a? = a al 
v ay 4 ‘ Bye ¢ + - oti ath ae ae ?. . =e 
i : F 4 ee Ne : 4 geile tl p i Ree el i pall P t 
The cael ae 3, ; = Z ‘ i: Sean oe : & 2 
19, 20 . r. Suet ae —_—. = ae i ie - Re 
er 32 ant @ — .% m 
see 33 i ii : oe a " _, ae r ie 4 _ , ma aap aa f Wy 
= F — Se a 2 - Peg te ane ac Nig, 
4] . q me oe = sil % >, s e Be eF a Wax i, 
. ag. eae 2 eet ; ae ms ‘ 
Be . ‘oy Cedi ae aa i: " ses eee Hs 7 a . 
— i 4 = i Bt — co e ee oe aa if He oe Fy é 
iN = Bn eet ee Ba PAN ee Ey oe e r 7 
& > = = au ee ¥ “ey i: <r 7 os oe i a 
: j a: 5 a ks ie: | ee eed - 4 st inl 
& 7 a. Ria ical : 
Co. 1 : - a i ; a ee ae | 
7 . a. Go he Li .o ; Seen ae Ss iia ea eee 
os . fe E ac ome oe -— | : 
Bi > a = a _ ie — a 
. cd re i x : + w5, oe iv : | = é a og - ; EA q J » 
Allen 36 x .- —— i a Pe a 
cosas 28  - : x - a tf e Wh ba F mic % a Lap a ' i, f 
E 3 az 5 +% 3 i i : pe fies: r a ri : e , i R ri wat . se 
a E + ole =. 2 4 _ 2 ; Pre, 
am , : ae ee a ae : ae = A pe 
Cc / Sais ly Tee ier fees atc a - = # — 
1951 "a a seks caus 8 are ‘3 = = 
‘. Whe - aaa e ae : eee Ser ee 4 . : a i, oe fo eh oe: ei" ae , a 
; ese : i al ee me 4 Se = Eide a ae 4 
- i —— ee. chia "9 Z it hp uam h Pie oe ae = —_ 4 
ms —— a. oN ea sl ae : 
a a { ida es Sc yaa ig ena F : meng eel” ro ea he 
— tla — 2. >  . | 
: mics: ‘ OU be. % ae aa 4 i 4 
oer re — bis = ae rae Se i ¥ se ne 
-\ = 2s ae ae ee: sis a 3 2 er : me 7 aes hy: 5 
a oe, a e Ba te e » | ~, om . ne o : 
3 be a Rat ' teot >. “a i oe Fee oR, “2 2 mo Pf 
} —— ait 2 af 4 . a é Fi 
Be 5 i eee , oe ; a = = % ar > “4N BY ; : ie A. 
as 


